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Conferences can prove an excellent communications device. See page 19. 
@ Elements of an effective employee communications program 


@ How to balance staff and line functions in the office 


e@ How we revised our billing procedures to meet expansion 
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THREE TYPICAL WAYS IBM 
FIGURES IN THE FOOD BUSINESS 


Wholesaler...While quadrupling his business, 
an Eastern food wholesaler actually decreased 
his operating costs by using IBM machines for 
billing, inventory and other accounting jobs. 


Manufacturer... Using an IBM computer for op- 
erations research, one major company has 
effected transportation and storage savings of 
half-a-million dollars a year on a single food 
product. 


Meat Packer... A small meat packer keeps his 
prices in line by using IBM equipment for fast, 
accurate cost analyses. Tuesday morning he 
knows the complete cost of each item processed 
in his plant the week before—figures that took 
weeks to obtain by former methods. 


ever see 


in your 
market basket ? 


Every time you shop, you reap the harvest of a 42-billion-dollar 
food industry miracle—without equal in the world! 


To bring you fine foods at lowest possible prices, this 

vital industry trims the high costs of complex accounting and 
distribution operations with IBM punched card 

and electronic systems. 


From crop planning to your table... from shipping to 

grocery shelf... the principle of rapid turnover and low profit 
margins is made workable with the aid of IBM data processing. 
This principle saves your food dollars...adds new worlds 

of variety to your family diet. 


Yes, every day, in uncounted ways, IBM business systems 
quietly add to the pleasure of daily living—the effectiveness 
and profit of business. 


| DATA PROCESSING 


DATA 
PROCESSING 


ELECTRIC TYPEWRITERS 
TIME EQUIPMENT 
MILITARY PRODUCTS 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 9% 
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“Calling ahead for appointments saves us time, miles and re ee es es ee 7 
money,” says Mr. Elton E. Mann, Vice President-Claims of — pepe ae see! Low 
° . ti tation -to-Stati ! 
Farmers Mutual Hail Insurance Company, Des Moines, Lowa. Seine cocnaieaee iy ai Addes | 
; ; les 

~~ d . ; For example: 3 Minutes = Minute \ 
t is standard practice now for our 21 field men | Pittsburgh to Akron 55¢ iS¢ ! 
“This idea is saving us about 9000 miles a month as com- | Dallas to Tulsa 85¢ abe 

. i 15 " 

pared to previous procedures. Not only do we cover a broader esos re ns q 
. ° ° 1 Ww 4 I 

area, but we give better and quicker service. Agents are ready Los Angeles to Washington, D.C. $232 65¢ “ 
to see us, and we are ready with the items discussed by telephone.” PE San 
Iinccasapthensiasetoceud Guctmabaninnelvaiinaoaaiouien 4 


We'd like to show you how your company can use the tele- 
phone most profitably. Call your Bell Telephone Business BELL TELEPHONE SYSTEM 
Office. A representative will visit you at your convenience. Call by Number. It’s Twice as Fast. 
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For years, Macey-Fowler has been creating and furnishing offices for leading corporations, large and small. 
Whether you need one steel filing cabinet, a complete board room, executive or general office groupings, 
call Macey-Fowler 305 East 63rd Street, New York 21, TEmpleton 8-5900 
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How we simplified billing during an expansion period 22 
by Raymond J. Dunleavy 


How to distinguish between staff and line responsibili- 
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by L. Bert Nye, Jr. 
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The “open presenters” (Editorial) --------++--+++++- 98 


r 


WHILE the merits of a commit- 
tee, in terms of accomplishing 
any given project may be hotly 
debated, the by-product of a 
committee system, the exposure 
of men imbued with one depart- 
ment’s outlook to the views and 
requirements of another section, 
cannot be denied. Thus, com- 
mittees play an important role 
in the complex business of com- 
pany communications—a subject 
covered in the article on page 19. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico, Cuba, 
Central a South p ¥ eon Bog Other cugutrten 2 —, = — ste; Ventas 
Issue $1. Copyright 1957 by Andrew Geyer-McAllister, inc.; all rig re d. 
publisher of Geyer’s Dealer Topics, Who Makes It and Where, and The Gift = 
Art Buyer. Please give 60 days’ notification of any change of your address. ¥ 
entered as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
under Act of March 3, 1879. 
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Now-firms with 10 to 100 employees can 


take the lost time 
out of coffee time 


New  Take-a-Break’’ Dispenser Brings 
Coffee Break as Close as Water Cooler 
— Serves Coffee, Cocoa, Bouillon! 


Now you can make a real asset of the 
coffee break, even if you employ as few 
as ten. Eliminate the annoying, costly 
twice-a-day exodus. Boost morale by 
providing hot beverages as close as the 
cooler. Save $50 a year per employee! 

Your local ‘‘Take-a-Break’”’™ vend- 
ing service will set up the dispenser 
without fuss or bother. Model illus- 
trated comes complete with its own 
hot water system and tap for use next 
to any water cooler—or anywhere 
there’s a water line. Another model is 
designed for use next to a hot-and-cold 
cooler. Either way, the ‘““Take-a-Break”’ 


Get the facts. Mail coupon today! 


LEHIGH INC., 


Send me the complete “Take-a-Break” story and name 
of local “Take-a-Break” vendor. 


Designed specifically for 

OFFICES « SMALL PLANTS 
RETAIL STORES « LABORATORIES 
BEAUTY PARLORS ¢ AUTOMOBILE 


vendor will keep it supplied with self- 
service packets of Nescafé Instant 
Coffee (in 3-in-1 pack with Nescreme 
and sugar), EverReady” cocoa, and 
soup. Includes cup and stir stick. 
Another advantage—employees 
make their own drinks to individual 
strength and taste, using thermostati- 
cally controlled hot water. Machine 
may be set to vend at 10¢, 5¢ or free. 
Completely sanitary. No cleaning or 
spoilage. No big, unsightly machine. 
““Take-a-Break” was designed for loca- 
tions where appearance counts. Only 
13” wide, color-matched to your cooler. 


Regional openings available for office equipment dealers. 


“take-a-break sme: 


’ Lenicn, INC., 1508 Lehigh Dr., Easton, Pa. 


1508 Lehigh Dr., Easton, Pa. 


SHOWROOMS « MOTELS Name 
Company 

For larger plants, too 

—a “Take-a-Break’ Dispenser next Address 

to every water cooler cuts coffee- City 


break travel time. 


Management misunderstands 
automation, says Diebold 
Some 2,000 of the world’s top ex- 

ecutives, meeting in Paris recently for 

the Eleventh International Manage- 
ment Congress, were warned that 

“managers who think of automation 

primarily as a labor-saving technique 

don’t understand automation.” 

The speaker, John Diebold, presi- 
dent of John Diebold & Associates, 
Inc., New York management consult- 
ant firm, explained that one of the 
main functions of automation in prac- 
tice has been to take the hunches and 
guesses out of top-level decisions by 
giving managers complete answers 
soon enough to be of use in “what 
would happen if . ” situations. 
Without automation, managers often 


have to improvise on the basis of in- | 


complete data, or they receive informa- 
tion too late for executive action. 

In asserting that automation is mis- 
understood by management, Mr. Die- 
bold continued: “Automation as a 
word and as a fact is only about ten 
years old [and] during this short pe- 
riod so much foolishness has been 
spoken, so many extravagant claims 
have been made — particularly about 
the speed with which benefits can be 
realized—that many businessmen have 
begun to wonder whether this entire 
technology has not been oversold.” 

He added that education in the wid- 
est possible sense is the most urgent 
need of automation, and called for 
“the best effort we can give to the 
problem of trying to define the quali- 
ties that are needed for successful 
management in an age of automation 
and to learning how we can both 
acquire and teach these skills.” 


AICPA calls for audits 
of employee funds 


———— ——_—_~ 


~~ 


— 


The American Institute of Certified — 


Public Accountants has endorsed pend- 
ing legislation requiring professional, 
independent audits of employee benefit 
and welfare funds, President Marquis 
G. Eaton has announced. 

In telegrams to congressional and 


~ 


government leaders, Mr. Eaton stated, , 


in part: “The half-million employee 
welfare and pension benefit plans in 
existence today constitute for more 
than 75 million Americans — nearly 
half of our entire population—a pro- 
tection against the misfortunes of life 
and the uncertainties of advanced age. 

. Any institution which directly 
affects the welfare and security of half 
our population, to say nothing of its 
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The Profit Squeeze 


Many a medium-sized manufacturer finds his earnings 


Rg AIR: oe 


ee 


are not keeping pace with his increased volume; 


Yet he can often improve this situation from within 


ASK most businessmen today about sales 
and they beam. Bring up profits and they 
change the subject. Higher labor and 
materials costs, greater selling expense 
— these have taken the bloom off the 
boom for thousands of companies. 


BUSINESS-PAGE headlines report how 
this squeeze affects large corporations. 
But it’s the smaller outfits who feel it 
most. Their slimmer profit margins will 
only stretch so far to absorb added costs, 
yet price increases are dangerous if the 
big boys hold the line. Equally bad, 
lowered retained earnings limit, some- 
times even prohibit, needed expansion. 


FACED with these facts, more and more 
companies are re-examining their own 
operations, searching within for hidden 
profit leaks. What they find missing is 
a system of modern management control 
— fast, accurate reports which enable 
you to spot trouble almost as it’s happen- 
ing, instead of long after the damage is 
done. Such systems exist, of course, but 
most of them are too complicated or 
too costly for small to medium-sized 
companies... 


With one exception—Keysort. 


THE KEYSORT PLANT CONTROL PLAN was 
designed to provide modern manage- 
ment control in terms of the facilities 
of a growing company. With Keysort, 
you need only 5 reports — 1 daily, 2 
weekly, 2 monthly — to put you in full 
control of your business and your profits. 
On your desk immediately following the 
last work day of the period, these reports 
cover 1) labor costs and distribution; 
2) cost recovery; 3) work-load and 
excess cost; 4) plant operation; 5) com- 
parative earnings. In addition, PCP 
may be extended to give you similarly 
timely reports on job costing and work- 
in-process. 


THESE flexible, on time reports are so 
simple to produce that in many cases 
the job can be handled completely by 
existing office personnel — without dis- 
rupting your present accounting pro- 
cedures. Their cost is remarkably low 
— approximately that of one additional 
shop employee. 


THE nearby McBee man has a presenta- 
tion which will show you how it’s done. 
Phone him, or write us for illustrated 
folder containing an example of each 
report. 


@ e660, 690, 6004 e0000 
e e @ “e e 
$ o,° tee, eS cos 4 
Seco S$ %ee® Coe $ % S$ o@ 


Product of Royal McBee Corporation, Port Chester, N. Y. 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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Auto-typist hits letter typing 
right on the button 


Push-button automatic typing is bringing automation to the handling 
of office correspondence. Now typists push buttons instead of keys, 
and Auto-typist machines take over and do the typing. They do it in 
marvelous fashion, too—turning out letters at 2% times the speed 
of the fastest typist —neat, erasure-free, error-free letters that are as 
personal as your signature. 

Well over half of general office correspondence is routine—or can 
be standardized. Sales letters, order acknowledgements, answers to 
inquiries, and collection letters are only a part of the correspondence 
that can be handled faster, easier, and more economically by Auto- 
typist. One typist can turn out 100-125 letters each day with an Auto- 
typist—3 to 4 times normal manual typing output. 

How Auto-typist works—Precomposed letters and paragraphs are 
perforated on a wide paper roll. This perforated roll operates the 
typewriter keys. As much as 250 lines of copy can be stored on one 
roll. Twenty to thirty complete letters can be prepared, or a series 
of paragraphs which can be combined to make up dozens of letters. 

Salutations are manually typed. Then, by pushing the button or 
buttons that correspond to the letter or paragraphs desired, Auto- 
typist automatically picks out the letter wanted, or assembles the 
paragraphs in the order desired, and types each word as if it had 
been done by hand. Manual insertions of personal or variable data 
can be made in any part of the letter. 

Present users include banks, manufacturers, insurance companies, 
hotels, publishers, retailers, fund raisers. Applications range from 
general correspondence typing to specialized uses such as new ac- 
count promotional letters. The complete story is yours for the asking. 
vust write us on your letterhead. 


AU TO-T VPI ST 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 339, ILL. 
MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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impact upon the economic life of the 
nation as a whole, is clearly affected 
with the public interest. Present safe- 
guards—voluntary, Federal and_ state 
—are insufficient protection of the 
public interest. 

“The proposed legislation [spon- 
sored by Senator Irving Ives and Rep. 
Peter Frelinghuysen] seems a_ wise 
middle road between voluntary self- 
discipline and regulatory controls.” 


In Short— 


Sleepy-eyed executives lose profits 
at night 


“Early to bed, early to rise/ Makes 
an executive wealthy and wise,” might 
be coming into its own as a popular 
new twist on the adage supporting a 
good night’s sleep. A new sidelight 
on the old question, “Does night work 
pay?”, turned up at a recent playing 
of the American Management Associ- 
ation’s new Top Management Deci- 
sion Game (See June issue of Office 
Management for details). According 
to Management News Magazine, parti- 
cipating executives decided to crowd 
in ten “years” of play by holding a 
night session. The result: After the 
five teams had rolled up a total of 
$3,599,000 in profits during the after- 
noon, their combined net collapsed to 
$1,662,000 in the evening’s play. Next 
morning, with sunbeams lighting their 
way, the players raised their profits 
to $3,991,000. 


Earning power of middle management 
rising, survey indicates 

Results of the American Manage- 
ment Association’s sixth annual sur- 
vey of middle management compen- 
sation reveal a rise last year of almost 
six per cent in the earning power of 
the “average” business executive in 
this category. Three-fourths of the 
individuals included in the survey 
sample received salary increases in 
1956, and the overall increase in their 
level of compensation was 5.8 per 
cent. In small American companies, 
middle management salaries usually 
range from about $6,000 to $15,000 a 
year, the survey reveals, while in 
large companies they may go as high 
as $30,000. The study covered the 
compansation currently paid to more 
than 6,000 executives in 239 compa- 
ies throughout the United States and 
Canada. These executives hold 43 
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LOVE THIS AAIRADOY MAN, THATS 
A REAL SHARP 


.. IT STAYS SHARP 
FOR PAGES! 


__{ WHY ISMR.PRICE Y ‘CAUSE 
LIKE A VERITHIN? / HE ALWAYS 
STAYS 


SHARP! 


YOU SAID IT! A 
MIRADO GIVES 


SURE! A VERITHIN 
NEVER CRUMBLES 


NATURALLY! SHE 


WHAT SHE'S GOT 
WOULD RUB OFF 


— 


EAGLE MIRADO stays 
sharp for pages! 


TAKES ALL HER NOTES 
WITH A M/RAOO! 


NOT A CHANCE, LZ 
HONEY! VERITHIN 
RED PENCILS NEVER 
RUB OFF ON 
ANYBODY! 


MIRADO 174. “2% ny i | 


THAT'S THE BEST PART! 
MIRADO AND VERITHIN' 
WEAR LIKE IRON! MY PENCIL 
COSTS ARE WAY DOWN! 


AND THEY REALLY HOLD A 
POINT! OUR GIRLS SPEND ALMOST 
NO TIME AT THE SHARPENER! 


EAGLE ERASERS make EAGLE VERITHIN is one 
mistakes vanish without a trace! red pencil that really stays sharp! 
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420 SIDE CHAIR 


with Space-Saver Legs 
also Armchair 410 


& 510 SIDE ARMCHAIR 
; with Wall-Saver Legs 
also Sidechair 520 


These smart new chairs are compact, comfertable and easy to keep clean. 
Both armchair and side chair models with either wall-saver legs to 
protect office and reception room walls or with space-saver legs to save 
every inch of floor space. Foam rubber back cushion and choice of 
rubberized hair or molded foam rubber-Nukraft seat give lasting comfort. 
Fine Harter steel construction, durable baked-on finishes and quality 
upholsteries assure long-lived good looks. Easy on the budget prices. 
For a free trial in your own office— without obligation — write for 

the name and address of your nearest Harter dealer. 


Harter Corporation, 932 Prairie Street, Sturgis, Michigan 


In Canada: Harter Metal Furniture, Ltd., Guelph, Ontario 
In Mexico: Muebles Briones, S. A., Mexico City, D. F. 


4 AIARTER 


MICHIGAN STEEL CHAIRS 
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types of positions lying between the 
top policy-making level and that of 
lower supervisory management. | 


AMA to offer development course 
for supervisors 

A new Supervisory Development 
Course, the first course for supervisors 
ever offered by the American Manage- 
ment Association, will open Septem- 
ber g at the Savoy-Plaza Hotel in 
New York. Objectives of the new 
course are to train supervisors in the 
principles and practices of manage- 
ment and to develop their understand- 
ing of, and skill in organization, train- | 
ing, communication, human relations, 
operations and management controls. 
The course will be given in three one- 
week units, and will meet on Septem- 
ber 9-13, September 16-20 and October 
21-25 at the Savoy-Plaza. It will be 
repeated at the Penn Sherwood Hotel 
in Philadelphia on Octeber 7-11, Octo- 
ber 14-18 and November 11-15, and 
again on January 13-17, January 20-24 
and February 24-28, 1958. 


Executive predicts healthy future for 
desk calculating machines 

A. C. Buehler recently predicted a 
“competitive coexistence” between the 
“headline-grabbing” electronic giants 
and the smaller desk-size calculators 
and figuring machines which he | : 
termed “indispensable to business both 
large and small.” The president of 
Victor Adding Machine Co., Chicago, 
based his optimism on a strong con- 
viction that the smaller machines meet 
a definite need which the large-scale 
computers can never fill. He cited 
the rising sales of these smaller ma- } 
chines in recent years and predicted 
a “definite” trend toward ten-key ma- 
chines. He added: “Conventional busi- | 
ness machines and their future equiv- 
alents will continue to have a tremen- | 
dous market, [since] small- and me- 
dium-sized enterprises far outnumber 
the companies that can profitably use 
and afford the million-dollar electronic 
computers. Significantly, even the 
largest corporations cannot do without 
conventional equipment.” 


) 


Contracts, loans to small businesses 
increase in 1957 

Government contracts set aside for 
exclusive award to small business for 
fiscal year 1957 indicated a sharp in- | 
crease of almost 50 per cent over } 
fiscal 1956, the Small Business Admini- 
stration has announced. Total govern- 
ment contracts awarded at the close 
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He Teeter 


IT’S THE 


BRUNSVIGA 


LARGE CAPACITY.10 KEY — 10 TOTAL 11 


IT’S TOTALLY DIFFERENT! 


It’s Years Ahead in Design, Construction and Performance 


ELECTRIC 
ADDING 


The highest quality 
adding machine at 
the lowest price! 


Now being ue 
introduced S 
for the first time EZ 


in America! 
© og ny “10 Key 
0 Total 11” 


e Credit balance and 
subtraction in RED. 


e@ All parts precision 
made of top grade 
hardened steel, coated 
with copper and re- 
coated with nickel for 
a lifetime of trouble- 
free operation. 

@ Easy-to-get-at mechan- 
ism for cleaning and 
maintenance. 

e@ Comes equipped with a 
separate lever to op- 
erate manually as well 
as electrically. 


aad Low Priced 


$2995 


MACH ye E (Approximately siti 


(with CREDIT BALANCE) 


than other machines of 
comparable quality) 


The BRUNSVIGA Model 111RT brings you many quality fea- H 

tures never before found in an adding machine at this amaz- t TYPESALES, INC. 

ingly low price. You can buy the BRUNSVIGA with confidence 419 Broome Street, New York, N. Y. 

because it is built and backed by one of Western Europe's Gentlemen: > 

largest, oldest and most reputable manufacturers of adding We Ad tga in the BRUNSVIGA Model 111RT Electric Add- 

and calculating machines. For proof of smooth and depend- = * canned aa hea iiniaiinae 

able performance, see your local dealer for a demonstration © Please arrange for a free demonstration. 

— or send coupon for name of nearest dealer. : 

NAME TITLE Ps 

Manufactured by the “PIONEERS FOR 85 YEARS” COMPANY # 
BRUNSVIGA MACHINE WORKS, Braunschweig, Western Germany ADDRESS F 4 
Sole Selling Agents in the U.S.A. and Canada: " 
TYPESALES, inc., 419 Broome St., New York, N. Y. , ZONE_____STATE_______ " 
NATIONAL DISTRIBUTORS FOR USED IBM ELECTRIC TYPEWRITERS DEALER’S NAME__ } 
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you can’t duplicate 


DUPLICATING 


..the QUALITY 


. CARBON PAPERS 


There’s 
just one thing 


with 
WEBSTER 


SUPPLIES 


Here Are Webster’s Six Clear Answers to 
All Your Duplicating Needs 


Typewriter, pencil, pen, transfer, blue— 
print, billing 


. SPIRIT PAPERS AND MASTER UNITS 


for both spirit and hectograph dupli- 
cating processes 


. CARBON PAPER RIBBONS 


for correspondence, spirit duplicating, 
photo and offset work 


. OFFICE MACHINE RIBBONS 


for every type of adding, accounting, 
tabulating and addressing machine 


. TYPEWRITER RIBBONS 


for correspondence, record, offset, hec— 
tograph, photo, blueprint 


. CARBON PAPER ROLLS 


for Teletype, Autographic Register, 
Elliott-Fisher, and Adding machines 
Plus ACCESSORIES 


Type Cleaner, Instrument Oil, 
Duplicating Fluid, Hand Cleaners 


Make it clear 
. You want 


WEBSTER’S 


At leading stationers everywhere 


F. S. Webster Co., 3 Amherst St., Cambridge 42, Mass. 
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of June 30, 1957 amounted to $744,- 
335,298 for the year, for an increase of 
$246,656,866 over the fiscal 1956 figure 
of $497,678,432- Meanwhile, the SBA 
announces an 85 per cent increase in 
loans to small firms by the agency dur- 
ing the same two periods. During 
fiscal 1957, the agency approved 3,536 
loans for a total of $159,095,000, as 
compared to 1,915 loans totaling $81,- 
977,000 approved during the previous 
fiscal period. 


Lectures on records management 
techniques to begin this month 

First program in a series of coor- 
dinated lectutes, under the sponsor- 
ship of the Records Management As- 
sociation of New York, will be held 
September g at the Equitable Life 
Assurance Society Building, New 
York City. Theme of this eight-lecture 
series, which will feature speakers ac- 
tively engaged in the teaching of bus- 
iness administration, is “Professional 
Techniques of Records Management;” 
and topics to be discussed will include 
all phases of records management 
from the initial survey to final opera- 
tion. Additional information may be 
obtained by addressing a letter to the 
association, 299 Madison Ave., New 
York, in care of Miss Ann McDonald, 
public relations chairman. 


Books and Pamphlets 


Noise Control, Vol. 3, No. 4, a pub- 
lication of the Acoustical Society of 
America, stresses the control of noise 
in various types of public buildings, 
office buildings, etc., in a number of 
articles, including “Control of Noise by 
Sound-Absorbent Materials,” “Con- 
trol of Airborne Sound by Barriers” 
and “Noise Control in Office Build- 
ings.” Copies of this particular issue 
of the bi-monthly publication are avail- 
able from the Society, 335 E. 45th St., 
New York 17, at $2 each. 


Management Planning and Controls: 
The H. ]. Heinz Approach is a new 
study from the Controllership Founda- 
tion, Inc., research arm of the Con- 
trollers Institute of America, presenting 
a case history of management plan- 
ning and control at a large American 
company. This study on profit plan- 
ning exemplifies the basic principles 
of planning and control, showing how 
they may be turned into an effective, 
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"Over my cane onthe it's our 


last copy ! 


VERIFAX COPYING KEEPS YOUR FILES INTACT—LETS EVERYONE HAVE COPIES, TOO 


There’s no such thing as being down 
to your last carbon. Or having to 
retype for extra copies—not when 
you have a Verifax Copier! 

In one minute your secretary can 
whisk out 5 completely accurate 
copies of anything in your files—any- 


Price quoted subject 
to change 
without notice. 


ONLY $148 .. 


. new Kodak Verifax 
Signet Copier makes 5 copies in 1 min- 


ute for 24%¢ each... gives you dry, 
ready-to-use copies, as accurate and 
long lasting as the original. It’s a com- 
pletely different copier! 


thing that crosses your desk. Cost: 
just 242¢ per copy. Think how this 
will speed communications inside 
your office and out. And wait till you 
see how Kodak Verifax copying lets 
you answer half your mail without 
dictation and typing . . . does away 
with “I quote the customer” memos 
to Tom, Dick and Harry. These short 
cuts—and 101 others—are described 
in Don Herold’s new booklet. 


erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 


EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of Don Herold’s 
new booklet “How I Learned the Verifax of Life.” 


Name 


Position 


Company = —— 


Street 


Free . . . new Don Herold booklet. | 


Famous cartoonist-humorist offers a 
painless treatise in latest office tech- 
niques — describes the 101 short cuts 
Verifax copying has brought to thou- 
sands of offices. How to answer mail 
without dictation and typing. How to 
do “all-day” retyping jobs in 20 minutes. 
How to make an offset master in 1 min- 
ute. Just mail coupon. Or phone nearest 
Verifax dealer listed in “yellow pages” 
under “Photocopying Machines.” 


72-9 


City State 
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Price List 


F. J. BOHLYN COMPANY 
Gilford, Oregon | 


For eye-appealing mimeographed messages 


use brighter Hammermill Mimeo-Bond 
—now made with hardwood’s finer fibers 


Sales letters, news releases, whatever 
you mimeograph, will get better atten- 
tion when they're bright, clean, easy 
to read, 

You can make your mimeographed 
messages more inviting—clear, sharp, 
easy to read—by putting them on im- 
proved Hammermill Mimeo-Bond. 
Made especially for stencil duplicating 
work, it’s bright, clean, opaque—to give 
your messages more contrast, more eye 
appeal. And Hammermill Mimeo- 
Bond’s finer, firmer surface resists lint- 
ing, even at high running speeds. You 
get up to 2000 readable copies from 
a single stencil. 

The improved Hammermill Mimeo- 
Bond now contains Neutracel®—the 
exclusive Hammermill pulp that brings 
to fine papers the special qualities nature 
grows in northern hardwoods. You get 
better-looking copies because Neutracel 


combines with other fine papermaking 
pulps to give Hammermill Mimeo-Bond 
a smoother, more uniform surface, a 
clearer, more attractive sheet formation. 

Colorful printed headings add 
appeal to your messages. Here, too, 
Hammermill Mimeo-Bond is a star 
performer—takes beautiful printing, 
letterpress or offset. 

And the improved Hammermill 
Mimeo-Bond still has its unique “air- 
cushion” surface to minimize set-off, 
that messy, distracting transfer of ink 
from one sheet to the back of the next. 
FOR SHORTER RUNS, use improved, 
Neutracel-content Hammermill Dupli- 
cator. Provides outstandingly brilliant 
short run copies—gives up to 200 read- 
able copies from a single master. Made 
especially for spirit or Azograph equip- 
ment. Hammermill Paper Company, 
Erie, Pennsylvania. 


H A M M E R M t L L FOR BETTER COPIES FROM 


DUPLICATING PAPERS 


OFFICE DUPLICATORS 
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coordinated operation. The material 
was prepared by the Heinz company in 
cooperation with members of the Foun- 
dation’s staff and Executive Commit- 
tee. The book is available from the 
Foundation, 2 Park Ave., New York 
16, at $3 a copy. 


Work Sampling, by Robert Heiland 
and Wallace J. Richardson. Explain- 
ing the theory of work sampling—a 
highly flexible, economical method for 
work measurement — and furnishing 
necessary statistical information, this 
new 243-page book presents step-by- 
step instructions for planning, carry- 
ing-out and interpreting a study, and 
how to take action on the basis of the 
results. It offers methods to reduce 
clerical, maintenance, materials han- 
dling and service personnel costs, and 
may be used to measure the economics 
of office work, machine accounting, 
construction operations, drafting de- 
partments and factory operations. Ex- 
amples of actual uses in these fields 
are cited by the authors. Priced at 
$6, the book is published by McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36. 


Cost Accounting, by Charles F. and 
William J. Schlatter. The second edi- 
tion of this book surveys the field of 
industrial cost accounting and analysis 
for managerial purposes, with all as- 
pects brought up to date by the 
authors. Rewritten and reorganized 
throughout, the book features discus- 
sions of general accounting and cost 
accounting for the factory; introduc- 
tion to standard cost accounting; se- 
quential process cost accounting; job 
cost accounting; burden and burden 
budgets in job cost accounting, cost 
reports, and interest as a cost of manu- 
facturing. Containing 725 pages and 
priced at $7.25, the book is published 
by John Wiley & Sons, Inc., 440 
Fourth Ave., New York 16. 


Introduction to Data-Processing, is- 
sued by Haskins & Sells, certified pub- 
lic accounting firm, covers basic data- 
Processing operations, rudiments of 
processing methods, punched-card 
methods, electronic data processing, 
integrated data processing and the or- 
ganization and control of data-process- 
ing activities. Copies of the 107-page 
study may be obtained, upon request, 
from the firm, 67 Broad St., New York 
4: 
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ELVET + ball PENecil Regular Ne 10 


ECONOMICAL 


writing tool 


for the office 


Are you taking advantage of the 
remarkable new Venus Velvet ball 
PEN -cil for your office? Leading 
firms in business and industry from 


coast to coast are equipping their 
personnel with this great new writ- 
ing tool. Here’s why it improves 
efficiency and lowers costs: it com- 
bines the best features of a pencil 
and ball pen . . . wood barrel has 
lighter, comfortable feel of a pencil 
...no point to wear down or 
sharpen .. . finest ball mechanism 
...ink supply lasts longer...comes 
in 4 styles for every writing job. 
Regular: “for all general-purpose 
writing. Double Duty: double ink 
supply doubles writing mileage. 
Super Fine: for extra-fine writing. 
(All in choice of blue, black, red or 
green ink.) Liquid Velvet Lead: for 
Liquid Graphite pencil writing and 
erasability. 29c — 39c each. Less 
by the dozen. Order from your 


stationer. 


Venus... 
trademark 

of fine 
craftsmanship in 
Pencils & Pens 


Try the Venus Velvet ball PEN -cil in your office. 
MAIL THIS COUPON 
Venus Pen & Pencil Corporation, Hoboken, N. J., Dept. OM-9 


Please send me a sample of the Venus Velvet ball PEN - cil 
at no obligation to me. 


Name Check style 
PLEASE PRINT desired here: 
Company Name (C0 Regular 
Address (0 Double Duty 
. (0 Super Fine 
City State O Liquid Velvet 
Stationer’s Name. Lead PEN cil 
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Sleck, clean, modern design, 
complementing faultless per- 
formance. Five lovely decorator 
colors. Exclusive Signal Light 
gives positive on-off indication. 


All the operating controls are 
grouped eticiently within the 
keyboard area. Result: No waste 
motion, less chance for errors. 
Faster, easier, better typing. 


The special keyboard slope and 
slightly slanted keys give un- 
matched typing comfort. Each 
key cushioned to prevent “‘flat’’ 
feeling and give livelier touch. 


Exclusive Half Spacing — the 
casiest, simplest method of 
error control. It permits correc- 
tions without. ti:ne-consuming 
(and very costly ) total re-typing. 
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In the time it takes to smoke a cigarette... let us show you : 
( 
THE WORLDS FASTEST ELECTRIC 

* 9 e ) 

with the worlds finest features 
Made for typists by typewriter experts, today’s Smith-Corona Office Electric is the 
electric typewriter which carries on where others left off. Call your Smith-Corona 

representative for a short, dramatic demonstration of this marvelous business machine. | 

) 

} 


SMITH-CORONA ELECTRIC 


best business connection you ever made 
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Coming Events 


12th Annual Instrument Automation 
Conference and Exhibit. Cleveland, 
Ohio, September 9-13. 

Sponsor: Instrument Society of Amer- 
ica. Place: Cleveland Auditorium. 


ACME General Meeting. Hot Springs, 
Va., September 12-15. 

Sponsor: Association of Consulting 
Management Engineers, Inc. Place: 


The Homestead. 


NOMA Automation Conference. Hart- 
ford, Conn., September 16-17. 
Sponsor: National Office Management 
Association. Place: Hotel Statler. 


NRMC Records Management Confer- 
ence. New York, September 20. 
Sponsor: National Records Manage- 
ment Council, Inc. Place: Hotel Roose- 
velt. 


AMA Personnel Conference. New York, 
September 23-25. 

Sponsor: American Management Asso- 
ciation. Place: Statler Hotel. 


NOMA Miami Regional Conference 
and Exposition. Miami, Fla., October 
6-9. 

Sponsor: National Office Management 
Association. Place: McAllister Hotel 
and Miami Municipal Auditorium. 


NIGP 12th Annual Conference and 
Products Exhibit. Cincinnati, October 
6-9. 


Sponsor: National Institute of Govern- 
mental Purchasing, Inc. Place: Hotel 
Netherland Hilton. 


SPA International Systems Meeting. 
Los Angeles, October 7-9. 

Sponsor: Systems & Procedures Associ- 
ation of America. Place: Statler Hotel. 


NABAC Conference. Atlanta, October 
7-10. 


Sponsor: National Association of Bank 
Auditors and Controllers. Place: At- 
lanta Biltmore Hotel. 


RSPA General Meeting. Chicago, Oc- 
tober 8-10. 


Sponsor: Railway Systems & Proce- 
SEPTEMBER 1957 


ONE of our distinguished contem- 
poraries has come forth with the 
idea that the New Year actually 
starts with Labor Day, and_ the 
shift from summer activities to fall 
and winter interests. Since the mag- 
azine is Holiday and the recrea- 
tional, vacation, and travel subjects 
comprising its bill of fare are more 
strictly seasonal than most maga- 
zines’ interests, the idea of basing 
the New Year on a shift in the 
weather is more logical in its edi- 
torial offices than in ours. However, 
to a degree, we can see the force 
of Holiday’s argument; as long as 
summers are hot, as long as the 
majority of people take their vaca- 
tions in July and August, fall will 
always come as something of a 
renascence, will always bring with 
it a feeling that it’s time to get 
down to business again. 


TO HARASSED personnel depart- 
ments, of course, Labor Day is a 
dividing line in a negative sense. 
Fall means schools are open again. 
The chronic personnel shortage 
which has at least been eased by 
the supply of youngsters who spend 
their vacations as typists, or mes- 
sengers, or filing clerks, is back in 
all its dubious glory. A tip to those 


companies regretfully watching their 
young, temporary recruits clear out 
their desks before returning to their 
classrooms: it might be wise to 
check on whether “cooperative edu- 
cation” is in effect in their home 
cities, offering the possibility of get- 
ting full-time student workers dur- 
ing the school term. “Cooperative 
education” as it works in New 
York furnishes an approved office 
with two students who hold down 
one job as a team. While one stu- 
dent goes to class on an accelerated 
schedule, the other one holds down 
the job. At the end of the week, 
the students switch; the one who 
worked in the office the previous 
week goes to school; her team-mate 
holds down the job. Each receives 
full salary for the week she works, 
but not, of course, for the week out 
of the office, so that the employer 
is paying in effect a full-time salary 
for a full-time job, even though 
two people share job and salary. 
Other cities have similar plans; al- 
though details may vary, the net 
effect is to provide the employer 
with a steady worker on a regular 
basis, the student with a real job. 


T.ber- MOM SAH 
Editor 


dures Association. Place: Morrison 


Hotel. 


AMA Office Management Conference. 
New York, October 23-25. 

Sponsor: American Management Asso- 
ciation. Place: Statler Hotel. 


SAM Conference on Progress in Meas- 
urement of Management. October 24- 
25. 


Sponsor: Society for Advancement of 
Management, Inc. 


9th Annual Office Management Con- 
ference. College Park, Md., October 
24-26. 

Co-sponsors: University of Maryland 
and Area III, National Office Manage- 
ment Association. Place: University of 
Maryland. 


National Business Show, New York, 
October 28-November 1. 

Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management Asso- 
ciation). Place: New York Coliseum. 


CIA Annual National Conference. 
White Sulphur Springs, W. Va., No- 
vember 1-4. 

Sponsor: Controllers Institute of Amer- 


ica. Place: Greenbrier Hotel. 


Fourth Institute on Electronics in 
Management. Washington, D. C., 
November 4-8. 
Sponsor: The 
School of Government and _ Public 
Administration. Place: Downtown 
Center, The American University. 
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American University, 
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ma = Now BIG Business Bookkeeping at a SMALL Business Price! 


With its stunning new President model, Monroe introduces more than a new accounting machine... 
ee Monroe establishes an entirely new ratio between what you pay and what you get in machine 

e accounting. Now, for the first time, any business can enjoy all the benefits of big business 
bookkeeping at a price actually hundreds of dollars less than before! And job changing flexibility is 
built right into every model in the President line. With the flick of a knob accounts receivable, 


“ ih, payroll, cost control, accounts payable... all become mechanized operations. Look at the 
‘ i: price tag on this machine. Then put your own price tag on what machine 
om accounting can do for you. Speed receivables by getting statements 
out faster. Build prestige with neat looking records. Put credit data at xe. 


your fingertips. Control your 


work so it flows easily and See the MAN from MON R 


always accurately. Write or 


‘ : for CALCULATING 
3 telephone Monroe Calculating Machine Company, Inc. ADDING 


General offices: Orange, N. J. Offices throughout the world. onne coerce MACHINES 


5s 18 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 9% OFFICE MANAGEMENT 
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office 
management 


New York Life has found committees extremely important in communications 


How to build a successful 
employee communications program 


Effective employee 
communications becomes 
more important to em- 
ployers each year. Here 
are some basic principles 
for an effective program 


by Robert M. Smith 


A GROUP OF MEN seated around 
a conference table vigorously arguing 
the best way to approach a new 
project... . 

Another group meeting socially on 
company premises after hours. . . . 

A memo on company bulletin boards 
outlining new fringe benefits for em- 
ployees. . . . 


Face-to-face presentation is usually the most effective 


form of com 
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tions, especially in training groups 


The company’s annual report .. . 
and the paragraph in the house organ 
that reports Annie Brown, in account- 
ing, has just become engaged. .. . 

Each of these totally separate scenes 
represents a phase of an activity that 
is occupying more and more of man- 
agement’s attention in these days— 
the area called, for lack of a better 
term “communications.” 

A more precise term is lacking 
perhaps, because so much is encom- 
passed in “communications” — work 
manuals, employee reports, publicity 
releases, information memorandums, 
routine reports, even the ubiquitous 
ofice “grapevine.” A company may 
have very little else, but as long as it 
has two or more employees it will have 
its rumor route—and thus will have 
communications—and a communica- 
tions problem, whether it recognizes 
it as such or not. 

That it is a problem is emphasized 
by the time and trouble companies 
take in devising formal communica- 
tions programs, and then constantly 
striving to improve them. That it is 
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A departmental representative, after thorough training, explains 
provisions of group insurance coverage to New York Life employees 


a problem in terms of ultimate objec- 
tives is also true—as most companies 
learn very quickly when they begin to 
experiment with a program. 

What is the basic purpose of an 
employee information program, for 
instance? Is it to propagandize for 
the company, try to sell the company 
point of view on every possible ques- 
tion? Is it merely to try to persuade 
the employees to identify their inter- 
ests with the company’s, to make them 
feel a part of the company picture, and 
thus win their allegiance without in- 
truding on their opinions outside of 
the scope of their relation to the 
company? Or should it be purely in. 
formational, designed, not to influ- 
ence the employee in any way, but 
only see to it that every piece of in- 
formation concerning his job, his 
place in the company, and his rights 
and benefits within the company is 
made known. 

And, assuming that the company 
embarking on an employee communi- 
cations program—a formal one, that 
is; every company has employee com- 
munications at every stage of its exis- 
tence, even though it may not have 
an elaborate program—recognizes the 
objectives of the program, decides 
whether it wants basically to persuade 
or to inform, how does it go about 
delivering its various messages to its 
workers? What are the most effective 
media, what are the best ways to 
achieve its objectives within each med- 
ium? 

This is the noman’s land of com- 
munications as it exists in many com- 
panies. The most elaborate pains are 
taken to insure that certain messages 
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are communicated accurately to the 
employees—and the net result, in man- 
agement’s viewpoint, is almost nil. A 
company may try through every writ- 
ten, oral, and visual medium to tell a 
particular story, and still find that its 
own employees seem to know very 
little of the story as a whole, and prac- 
tically nothing of its details. 


Repetition emphasizes message 


The most successful companies seem 
to have adopted the theory that com- 
munications is in essence akin to edu- 
cation, and that, to a degree, education 
is based on repetition. This does not 
mean that they adopt the advertising 
theory that if a slogan is repeated end- 
lessly it becomes part of people’s 
thinking. It does mean however, that 
if a message is considered important, 
it is not carried to employees through 
one medium and one medium only. 
It is delivered through several differ- 
ent channels, There may be a formal 
written notice to every employee. This 
will be reinforced by displays of the 
same notice on departmental bulletin 
boards. In addition, supervisors may be 
orally briefed, so that they can discuss 
the new plan, the new program, the 
“news” with the group ‘hey head. 
Over and above all this, i the com- 
pany has a house organ, that will prob- 
ably carry a story on the new project. 

To what point, one n.ght ask? 
Why does the problem of employee 
communication loom so large today, 
when it was not considered a vital part 
of the average office a generation ago? 
The grapevine was good enough then; 
the general feeling on management's 
part was that employees were paid to 


do their work; paying for that work 
was the sum and substance of the 
company’s responsibility to them. 

A variety of factors have changed 
this: the feeling that management must 
assume social responsibilities, particu- 
larly with regard to its employees; the 
competition for employees which leads 
management to feel that if it has a 
good story to tell of benefits, working 
conditions, career opportunities, it 
should get that story across as quickly 
as possible; and the feeling, too, that 
rumors, which will invariably arise 
whenever large innovations are obvi- 
ously in the works, can do a great deal 
of harm to a company, whereas accu- 
rate information will aid it. 


But perhaps most important of all 
—most managements today feel that 
they really do have a good story to 
tell their employees—a story of com- 
pany interest in their welfare, of bene- 
fits, which actually represent an ap- 
preciable part of employee income, and, 
in addition, a secure future, up to and 
through retirement, with the company. 
But many managements feel they are 
not getting the story across to their 
employees, no matter how they spell 
the story out. 

In effect, what management is try- 
ing to do in most instances is to do 
a sales job on its own employees—a 
concept which would have seemed 
laughable two generations ago, bui 
which seems perfectly normal today. 
The main problem as far as most man- 
agements are concerned is how best 
to do that sales job. 


Visualizing employee communica- 
tions in this light—as a sales job, al- 
though not necessarily as a propaganda 
job—simplifies much of the mystery 
surrounding “communications” im- 
mediately. For if it is true of sales 
that the best campaign in the world 
won’t market a product unless the 
product is basically sound, it is equally 
true that all the slogans, all the most 
sophisticated refinements of commun- 
ications techniques won’t sell a pro- 
gram unless the program itself is 
basically good. This is certainly true 
within the comparatively narrow lim- 
its of a given company, even though 
it may not always apply on a national 
scale. That is the very first basis of a 
successful employee communications 
program, then—a “product to sell,” a 
set of conditions which it will be to 
management’s benefit to have employ- 
ees know about and understand. One 
may fool voters, one may fool custo- 
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Most well-organized programs include general indoctrination of new employees 


mers in a mass market, but one can’t 
fool workers in a company over a 
long period of time. They are too close 
to the realities of company operation. 
But it’s possible to offer employees 
a package of benefits, working condi- 
tions, advancement policies, and poten- 
tial for future growth that is quite far 
ahead of what other companies are 
offering, and find that they do not 
understand what is available to them, 
or at least do not relate it in proper 
proportion to the comparatively less 
advantageous conditions offered else- 
where. And this is where communi- 
cations techniques, or, to use a con- 
siderably less impressive, but more 
realistic phrase, “getting your story 
across,” can be invaluable. 
Just as sales are best carried out by 
a salesman sitting across a desk from 
a client, rather than by a salesman sit- 
ting in an office and dictating a letter 
to a client, the very best communica- 
tions technique is usually direct face- 
to-face oral communication between 
people. That this is not possible in a 
large modern company for every mes- 
sage, is obvious, but realization that 
it should be used as often and as ex- 
tensively as is possible and practicable 
is one of the first bases of an effective 
communications program. One of the 
main reasons that so much thought has 
been given to communications in re- 
cent years as compared with the situ- 
ation twenty or thirty years ago is be- 
cause oral communication between boss 
and employees was much more fre- 
quent in the smaller companies that 
were the rule then than it is today. 
But some kind of oral communications 
line is an element of every good pro- 
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FOR AN INTERVIEW PLEASE PRESENT 
THIS CARD TO: 


MISS MARIE CLAUSEN, ROOM 1610 
NEW YORK UFE INSURANCE CO. 
51 MADISON AVENUE {26TH & 27TH STS.) 


, 
28TH ST. STOP ON IRT LEXINGTON AND BMT SUBWAYS 


Effective communications may lure new employees as well as inform old ones 
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Pie Revision of billing procedures, made necessary by in- 
ie ‘ creased workload, not only speeds invoice preparation, but 
"Ss also improves sales and operations reports— 
ai alt #) 

: by Raymond J. Dunleavy 
Controller, Refined Syrups & Sugars, Inc., Yonkers, N. Y. 
ae dade 
3 


Mechanized card files provide quick and easy access 
to the prepunched cards on which the system depends 
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we simplified billing 


during an expansion period 


THE PROSPERITY of the decade 
has wrought many changes in the 
United States’ way of life. A steady 
growth in use of processed foods is 
one of these changes. Housewives 
spend less time at the kitchen stove 
than once they did. Quality, low cost, 
and convenience, to be found in pre- 
pared, processed, packaged or frozen 
foods, have freed them from a great 
many kitchen chores. 

But this new freedom in the home 
has increased the workload—gratify- 
ingly in terms of profits—in some of 
the companies supplying food proces- 
sors. Food processing plants have 
steadily increased consumption of sugar 
to meet the heavy demands for pro- 
cessed foods and beverages. And the 
heavy increase, particularly in the sale 
of liquid sugar, which our company 
pioneered in developing more than 
thirty years ago, was the genesis of our 
complete revision of our billing opera- 
tions—a revision which has not only 
speeded our preparation of invoices, 
but has also made possible manage- 
ment reports on our sales and opera- 
tions which otherwise would be al- 
most impossible to obtain. 


OFFICE MANAGEMENT 


Ke i a ° E | 7 , 
ree es Ss i oy Se s : , Pf 
i ee ee ' mes eee . me . oe ‘ . as Z | 4 
Pein ns ee oe 2 : oe ’ : 
en y ee re oe, ; ge Ps oO = * : 
bs . : = , oe . j ee ee es ee gages - oe ee ed : 

a a ae | GC mm «| (oe 

>. ™* & oo t+) oe rm eggs " ie } 

Bes “i 4 an ' ee . ay ee na ot k 
rh * : és -— 2 TS ; | i bee eo aay" - eee oy g9 
i" cat F ‘ . o * z re - te = p 7? a ws s x ee ae y 
neo Leer te i a ae a lO Seti a : 
' é od a : ms “. — = oe ; gg 4 {aes ; , 4 

x ra . enti ee ene Ee, a cr 5 fas a , » ees — > i ; 

<7 — fol, ee ae ennai eet eS ee | ee =. ss y= ee a af # : 

a — ee RS ee ee ‘iii “ Bac ee. = t a 
‘t. SS gy aa ae) a rT se ; “2 % ee are ‘kh: .. % ee eo 
pics F; # ee: ee oa ce "as “Seek ld ee <a 44 Beater ayers . he” polis i 2 ‘ £ ay i Wi. 
eS wee dp Pliner ei get at ae SS es = ae eee Nee —_—, ogee 
aes | He 2 a a 5 - a : aca | bis , ss f Hai 48 a a pi . ed As 4 Bie ae “ in ye 

Pa - } ei ig ' ae ‘ J 7 a a ; F een oe g ahs "igs ad’ j. A a : oe 3 
ier eee i j "" - = BS ; os ii P RAG . . ons > <a) Se be ea 

fs a Pe : ne ae ees ae = Dae ee : 

* Been 32 : — ‘ "age ee See @ 

eee & : A : Ad Bis ’ ae Sig 0 ma * a ze 
ei. - Tijy. } N nt 5 eee # wba : oy 
; 7% oe " ; e * af fe: he - er eS 

oF a =e: : Eo ae tae eae 
¢ E ‘ , = ; Be abe i eer oe #3 oe Sell i boi ee see Jeg 
eee . a oan : el } =. > oe is 
la, — , gs Bic ‘ >) eee a ee a ue: - ie : A 
re i P ay " 43 Be, i. ae SS re By fab a 
zyi a i ; ” Su th Sas i FS bas oy: B — ~ apnea oon eiemre es ae aia ay 
aga toe a = d ¥ s 7 s co er re te eu Pe ee aes ae page ae 
; Ss cane are Sica asta . aes rae eb AS . ane i = Poti 2 re ae € ‘ § * 
oe = ge Oe y a 
: nS te ¥ st ge ae = eas eae : ject tence age sia pce : : > 4s 
qe aie : 4 era a pe | igs ; FE eee aa - | 
Ste se Oe es F ; ger * et te oe . 
Rite oy ee, i ei ae ee oa? i: hey a Rae: a bs < 
ax Oe ee Re ee a 
. a 
5 yj ee ' 
at 
bit 
Bs, 
' 
' 
j 
' 
1s 
be Re or Ss See : . 
a Be . Ce) ee ; + Ws Spero: tx | { 
a ic. ea Bea eo ee “Da, ee me Ss ees 
ca it ae pri :, Se ; © 
ing =< P: cas 2 ‘a os : ese oe 
= a eae Betis tie . Pie Oe ae 
a - Bet “iar ke, * a aoe 
Vides Se awe eS a : a Vv 
= * A 3 me & eo on a a 
RY “ ww 3 ¢ , ™ ‘ a Le Sees Cc 
cat . 7 ‘ ae Sion a 4 
i tie. - , , ‘i ai : i 
ma : ‘ . ' . os 7 ae. <=. . a 
ee 5: 7 = Xx eee < = : _ 
pei Re : bs ‘ . . : = > . We } / 
. eS oe: : : % be ee 
do a “i : Ss : c 
"i a aa a * *. ee 
ie . Fs NO ins Ss , d= t 
ee ‘ ia a : ‘ | oe 
Fe. 4 Zz Se eo, ie ae oe | 
ia. a . . age 7a ee. « * eas a a 7 ; 
Peay a oe 4 r? Pr oa jeer 1 
mae % y 28 hg ag 
aah 4 ‘ i Ss i tai 4 
stil a os a we Be e ’s | 
= > eae lie Brees 6t : ‘ : ay 
1 oa ee ee “ee ee C3 igs Wag aa P 
we ee aed at a a . 
: Ss. 25 ae oo = | 
2 a 0, i saad oS 10 aoe Om ey Pn a ; 
f ‘ ‘ aie’: i . 
kets eae a i: Then A * 
‘ Be ae oS ae ee Bie al) 2 Ae S~ , ¢ 
asi : 
meee ; 
no age 
‘—a q : | 
Z PO | 
a da 
ae By 
eM Sunes 
1 RE 
ie ee - * fee er Fs a = 6S” Se 
4 a : — ; mies - s ; f a ee a he ifs ie 
. og _- a ae ee bs ae ie ee . oe 
= ae a - fae ae” ee ee: — ieee” ee . °)h(S ee a + 


Boy i} ing 
bs bis Wide! 


piste 


P MAES 582 388 t 


diary, 43% Lyd ta 
WERE es res re 


a REDS 
ees caahs biscteae Ticks oF 


& ie : 
Weenie y eeeH Favre YET 
pi donde <deanaanacases eens ase 


rst ra Sonam eee 


tide Oe +84 ¢ 


feipiem pig (ot 2 Als 2k 2E8) 
1 a ‘ig 


Invoices are prepared automatically 
and quickly from punched card inputs 
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Our billing for sales of liquid sugar 
is complicated by varying rates of com- 
mission to brokers and by the many 
product items represented by deliv- 
eries of liquid sugar to the specified 
formulations of customers. To handle 
with speed and accuracy the many 
computations involved in every in- 
voice, we use prepunched cards and 
automatic data processing equipment. 
A significant labor saving feature in 
our billing procedure is found in our 
banks of cards prepunched for prac- 
tically every variation of price, delivery 
rate, method of transportation, form- 
ulation of product, tank amortization 
rate, and combination of customer and 
broker. After selecting the cards to 
make up the individual order, virtually 
all computations, punching, sorting 
and invoice printing thereafter are 
handled automatically by data proces- 
sing machines. As a valuable byprod- 
uct of the procedure we get at little 
extra cost a valuable assortment of 
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reports and summaries for manage- 
ment and sales, and statistics for the 
government. 

Invoicing for liquid sugar products 
is a fairly complex operation. Pricing 
and extensions are needed on many 
product items, for we are prepared to 
supply eight major liquid sugar pro- 
ducts to whatever formulation may be 
required by the customer. Invoiced 
prices are based on the individual pro- 
duct and the number of pounds of 
sugar solids, They vary also with cur- 
rent market prices of refined sugar. 
Billings may include delivery charges, 
amortization of tank installations, and 
other charges. All these prices and 
charges must be computed, extended, 
and recorded on the invoice. 

In sugar products, practically every 
sale is credited to the account of a bro- 
ker. Customers may buy through 
three, four or more brokers, and each 
sale must be credited to the proper 
broker. A broker’s commission rate 


will vary with the product and the 
customer’s location. These factors must 
be computed for every sale. 

Some time ago we put into effect a 
billing procedure based on punched 
cards ard data processing equipment 
made by International Business Ma- 
chines Corp. With this procedure, in- 
voices with all necessary computa- 
tions go into the mail the day after 
the delivery. Speed is important be- 
cause we discount payments made 


To handle the many details 
of a complex billing opera- 
tion, this producer maintains 
an extensive library of IBM 
ecards, prepunched for prac- 
tically all variations of price, 
delivery rate, method of trans- 
portation, and other factors, 
making it possible to process 
the entire billing function 
with a minimum of manual 


keypunching. 
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within ten days, and the customer has 
to get the invoice before he can pay it. 
The amount of the applicable dis- 
count is computed and appears on the 
invoice. 

As a by-product of the punched card 
billing operation, management is able 
to make use of an invaluable series of 
reports on our sales and operations. 
Some reports give us information re- 
quired by the Department of Agricul- 
ture for its statistical series on agricul- 


tural products, Without punched card 
billing and automatic data processing, 
many of these reports might require 
a mountain of clerical work and be 
prohibitively costly. 

The billing operation starts with a 
memorandum of shipment—a_hand- 
written form used to enter the order. 
All details, including price, delivery 
charge, broker and shipping informa- 
tion are included. The memorandum 
of shipment is signed by the consignee 


With this system, many reports, such as sales reports... 


INVOICE DATE 


REFINED SYRUPS & SUGARS, INC. 
YONKERS, N. Y. 


INVOICE 
NUMBER 


. » » and brokers’ statements, 
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are prepared 


as automatic by-products 


to acknowledge receipt of delivery. 
Our procedure does not require use 
of a sales order form. 

With the receipted memorandum of 
shipment, we are ready to start prepa- 
ration of the invoice. First, we pull 
the heading deck from our Wheeldex 
card storage unit. The heading deck, 
comprised of seven or more prepunch- 
ed cards, prints on the invoice the 
name and address of the customer, the 
name and address of the consignee, 
and the name of the broker. Heading 
decks are filed in the card storage unit 
alphabetically and numerically by cus- 
tomer. 

The balance of the invoice is made 
up by pulling the following detail 
cards, already prepunched and verified, 
and on hand in the card storage unit: 
(1) Transportation card (red stripe), 
as directed on memorandum of ship- 
ment; (2) Brix card (white), which 
indicates type of product and weight 
of sugar in solution, to compute num- 
ber of pounds solids shipped; (3) 
Price card (blue stripe), which indi- 
cates sales value; (4) Miscellaneous 
charge card (brown stripe), where ap- 
plicable, which indicates tank amorti- 
zation and other charges. 


Manual punching reduced 


Only three cards need hand key- 
punching prior to the cycle of machine 
computation and invoice printing. The 
operator keypunches the customer's 
order number and our order number 
into the transportation card. From the 
weight ticket on the delivery, the oper- 
ator keypunches gross and tare weights 
into the Brix card. When tank instal- 
lations are being amortized, the oper- 
ator keypunches the charge rate and 
extension into the miscellaneous charge 
card. From then on, all further punch- 
ing and computations, and printing of 
the invoice are handled automatically 
by machine. 

When decks have been constituted as 
described—heading deck and detail 
cards—ior all deliveries of the previ- 
ous day, a single pass through the 
IBM 513 reproducing punch transfers 
all essential data into the detail cards. 
The heading deck transfers the fol- 
lowing data to the detail cards: Cus- 
tomer code number, which includes 
the broker code number; type of cus- 
tomer; and delivery zone number. 
The product type code is taken from 
the Brix card; and the prepay or de- 
livery charge code comes from the 
transportation card. (To page 84) 
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Staff men have always been with us: the king had his council, the caliph his vizier 


How to distinguish between 


staff and line responsibilities 


How much responsibility for results should staff men be 
asked to assume? And to whom should they report? 
by L. Bert Nye, Jr. 


Superintendent, Technical Bureau, Washington Gas Light Co., Washington, D. C. 


HOW TO IMPROVE staff-line rela- 
tionships—this is a big problem in 
many of today’s offices and one which 
a dynamic management must face, 
and solve, if the objectives of each of 
these groups are to be achieved to the 
good of all concerned. 

In this regard there are almost as 
many points of view as problems; 
and observations by one person may 
turn up an entirely different approach 
to solution from that of another. For 
example Edward C. Schleh, a highly- 
respected author on management prob- 
lems, has discussed this problem in an 
article, “Make Your Staff Pay Its 
Way,” in a recent issue of the Harvard 
Business Review, and advances the 
proposition that staff personnel should 
be given more responsibility, with its 
accompanying authority, and held di- 
rectly accountable for improvement in 
company performance. 
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He suggests that this be accomplish- 
ed through a series of steps that can be 
summarized as follows: 

(1) Hold staff men mutually ac- 
countable with line men for improved 
performance of the company as a 
whole. 

(2) Avoid staff-line conflict by— 

a. Giving staff men end objectives 
that harmonize with end_ objectives 
sought by the line. 

b. Circumscribing — strictly the 
scope of the staff man’s work. 

c. Giving “double credit” — full 
credit to both staff and line for im- 
proved results. 

(3) Require a staff function to in- 
crease earnings, or reduce losses by 
approximately twice its cost in order 
to justify its existence. 

(4) Simplify staff-line relationships 
by: 

a. Having the staff man report to 


the lowest line official possible, the 
one closest to the job at hand. 

b. Grouping allied staff functions 
to reduce the number of individual 
staff men reporting to a single line 
official. 

(5) Establish an understanding that, 
in his limited specialty, the staff man’s 
word should hold unless proven wrong 
by the line man. 

Some of these ideas sound a bit 
revolutionary, others have a familiar 
ring to them. What would be the 
effect of their combined application? 
Before attempting to answer this, let’s 
think a bit on just what a staff is sup- 
posed to be and why, and how. 

We would certainly have to go 
back beyond recorded history to find 
the first man who discovered that he 
could do his job better if he had the 
assistance of someone with a special 
knowledge or skill that he did not 
possess. Since that time, staff men 
have been always with us; the caliph 
had his vizier, the king his council, 
the president his “kitchen cabinet” or 
“brain trust.” In each case, the staff 
man’s job has been to offer a special 
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knowledge or skill to his line-chief 
which the chief could or could not 
use, at his own discretion. 

In simple cases where the staff man 
has been appointed by the line man 
to meet a recognized need, staff-line 
relationships can be clear, direct and 
problem-free. The Mikado had no 
difficulty holding his ministers ac- 
countable for the accuracy of their re- 
ports; that’s what the executioner (an- 
other staff man) was for. A squire 
cheered and shared the glory when his 
knight won a tournament; he needed 
no “double credit” policy. A writer 
who finds he can increase production 
and net income by dictating to a sten- 
ographer doesn’t wonder whether he 
should go back to the hunt and peck. 

‘However, problems of proper staff 
utilization may well arise as the staff 
grows in size and complexity. The 
most likely areas for these problems to 
occur are in the lower levels of staff 
and line where the fundamental need 
that gave rise to the staff and the 


limits of its activity are not obvious to 
all. Indeed, it may be that the causes 
of almost all “staff problems,” and 
“line-staff problems,” will be found to 
lie in a lack of understanding or re- 
membering, somewhere in the organ- 
ization, of the original, basic, line- 
staff relationships. The importance of 
this thought has prompted this ele- 
mentary approach. 

How do the steps suggested to im- 
prove staff performance appear in the 
light of historical staff-line relation- 
ships? Let us discuss them in order. 


Checking staff performance 


It is a necessity, of course, if an 
organization is to remain sane, that 
an employee be held accountable for 
the task assigned him. Staff men are 
employed to give advice or service of a 
specialized nature. This must be good 
advice or service if the man is to be 
worthy of his hire. The surest way 
to determine whether advice or service 
is good is to use it at least tentatively. 


ill 


Ideally, staff men should report to the lowest line official possible 
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In simple line-staff relationships, top 
managers get many opportunities to 
test the quality of their staffs; they are 
personally dependent on them. How- 
ever, where the staff organization :s 
extensive, the proof of staff quality is 
dependent upon the actions of many 
managers far down the line. How 
then can top management tell whether 
it is getting its money’s worth in staff 
performance? 

There are two phases of control here. 
One, the overall performance of the 
staff, or a staff function, and the other 
the effectiveness of staff action at 
individual points up and down the 
line. Overall performance can be mea- 
sured by overall results before and 
after the application of a staff recom- 
mendation. Or comparison can be 
made with the results of like functions 
in other companies, or with industry 
norms. For example, if a safety pro- 
gram is instituted, its value is found in 
its effect on accident incidence com- 
pany-wide as compared with the acci- 
dent rate before the program or with 
the current rate in similar companies. 
Localized staff action, on the other 
hand, is measured against the results 
obtained by similar efforts elsewhere 
within the company. How does the 
safety record in plant A compare with 
the record in plant B? If the accident 
rate in plant A is high, does the safety 
engineer in A have a good explana- 
tion? Have the proper precautions 
been recommended? Has the plant 
manager put these recommendations 
into effect? 

To evaluate staff performance fairly, 
top executives must remember that 
the staff is their staff and that they 
bear the responsibility of translating 
staff recommendations into action. 
Once a staff-recommended safety pro- 
gram for example, is accepted by top 
management, it becomes management's 
safety program and must be “sold” 
right down the line by management if 
the ideas proposed are to get a real 
trial. 

There can be little argument with 
the statement that staff performance 
should be evaluated wherever possible 
in terms of increased profits (or other 
company goal). However, Mr. Schleh’s 
suggestion that overall performance 
can be improved by holding staff and 
line men mutually responsible for re- 
sults does not get to the root of the 
trouble. He is apparently concerned 
with situations in which a line man 
is expected to accept advice from a staff 

(To page 86) 
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New Stromberg - Carlson 
Electronics Center in Roches- 
ter, N. Y., combines manufac- 
turing divisions and an admin- 
istrative center. Below: Re- 
ception area in adminstrative 
center is dominated by plastic 
plaque symbolizing divisions 
of parent concern, General 
Dynamics Corp. 


“Harmonious individuality” stressed 


in new Electronics Center 


Each executive office in 
new center differs, yet is re- 


lated to others— 


TANGIBLE evidence of the rapidly- 
paced growth of the electronics indus- 
try and accompanying emphasis on re- 
search are the new Electronics Center 
and administration facilities recently 
dedicated in Rochester, N. Y., by 
Stromberg-Carlson, a division of Gen- 
eral Dynamics Corp. 


Actually, three buildings, which 
more than double the firm’s former 
facilities in the same city, were opened 
during formal ceremonies late this 
spring. The Electronics Center, orig- 
inally built in 1948-49 on a 57'4-acre 
site in northeast Rochester, was pur- 
chased from Bond Stores, Inc., in 
1956. The new Administration Build- 
ing is an addition to the Main Plant 
on Carlson Road, and behind this 
structure is situated a new factory 
building. 

As a result of this expansion, more 
than 1,000,000 square feet of additional 
space is provided for the company’s 
electronics and communications busi- 
ness. The Center consists of an area 
of 800,000 square feet on two large 
floors and a small third story, and 
houses the firm’s Electronics Division 
and Research and Advanced Develop- 
ment Department. The Special Pro- 
ducts Division, which manufactures 
sound distribution and paging systems, 
high-fidelity radio-phonographs, car- 
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Vice president’s office features his favorite shade—soft 
blue—in varying tones, for draperies, rugs, upholstery 


iW 


President’s Reception Area... 


+... and Executive Conference Room 


Each executive office in 
the Administration Build- 
ing provides separate con- 
ference and work areas: 
conference end has couch 
and chair grouping 


illons, automobile radios, loudspeakers 
and specialized products for the gov- 
ernment, will move to the Center in 
the near future. With the opening 
of the Center, manufacturing oper- 
ations at the Main Plant are now de- 
voted exclusively to telecommunica- 
tions. 

The Administration Building, with 
164,500 square feet, and the telecom- 
munication factory building, with 110,- 
ooo square feet, bring to 800,000 the 
total space available at the Main Plant. 
Each of the new structures is two 
stories in height and constructed of 
brick, steel and reinforced concrete. 
The former serves as home base for 
the firm’s executive, general and tele- 
communications offices, while the fac- 
tory is being used by the Telecommun- 
ications Division for the production of 
telephone equipment and the “Page- 
master” selective paging system. 

Landscaping surrounding the Cen- 
ter was designed to provide a “campus- 
like” setting for the building which is 
faced in light brick. One indication 
of the size of the Center is its large 
cafeteria, which is capable of seating 
2,800 persons at one time. Super- 
fluous supporting columns are absent 
in the dining area, and modern equip- 
ment has been installed in the kitchen. 

Ideal for electronics production be- 
cause of its large open areas, one of 
which covers 81,000 square feet, the 
Center is about five per cent air con- 
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ditioned (35,000 square feet). These 
well-lighted areas open off from 16- 
foot-wide corridors, enhancing move- 
ment throughout the building. The 
vast second floor is divided by seven 
large courts which provide an abun- 
dance of natural light, and acoustical 
tile ceilings keep noise at a minimum. 
Five elevators facilitate access to this 
floor. 

A large reception room in the fully 
air conditioned Administration Build- 
ing, extending upward through the 
two stories, is located in the northeast 
corner. Electrically-controlled front 
doors open automatically to admit vis- 
itors, and a luminous ceiling and 
modern 25-foot high window wall flood 
the room with diffuse light. Full 
length, power-operated drapes, con- 

(To page 8o) 


Grey steel desks, satin aluminum chairs are standard through general office areas 


Data processing department speeds clerical work for the entire organization 


“Twin secretarial” offices separate many private offices 
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NOMA will hold Automation Conference; 


Records Management meeting scheduled 


NOMA conference in Hartford to cover office electron- 


ics and IDP, with case histories; paperwork problems and 
communications subject of NRMC sessions in New York 


TWO MAJOR September conferences, 
one each sponsored by the National 
Office Management Association and 
The National Records Management 
Council, Inc., will analyze and discuss 
automation in the office and aspects of 
the administration of paperwork con- 
trol systems. 

The NOMA Automation Confer- 
ence, designed for executives “who 
want to reinforce their own knowl- 
edge in the field of automation,” will 
feature a number of speakers on auto- 
mation and integrated data processing, 
and present authoritative case histories 
and a workshop. Scheduled for Sep- 
tember 16 and 17 at the Hotel Statler, 
Hartford, Conn., this conference, ac- 
cording to the association, will provide 
management executives with informa- 
tion required by them and their com- 
panies for a “sound understanding of 
automation, its many applications and 
future.” 

Latest information available from 
NOMA headquarters lists the follow- 
ing speakers and topics for the two- 
day session: 

September 16—The “Technical Ses- 
sion” of opening-day activities will 
include a discussion on “Automation 
and the Office” by Wilbert E. Scheer, 


personnel director for Blue Cross-Blue 
Shield, Chicago. “The Power of In- 
tegrated Data Processing,” by Robert 
Scudder, Standard Register Co., and 
“The Anatomy of Electronics,’ by 
Charles G. Abbott, manager in the Ad- 
ministrative Services Dept. Arthur 
Andersen & Co., New York, will fol- 
low. 

Final speaker on the first day will 
be Neal J. Dean, section head of the 
Data Processing Consulting Section, 
Computer Systems Div., Ramo-Wool- 
dridge Corp., Los Angeles, who will 
cover the topic, “Is Automation for 
You?” An IDP case history involv- 
ing a small organization will close 
the initial session. 

September 17—Technical sessions of 
the second day will include an IDP 
case history, for a medium-sized or- 
ganization, and two Electronic Data 
Processing case histories for both large 
and small organizations. A workshop 
session will be held in the morning, 
during which time the meeting will 
divide into small discussion groups to 
consider specific automation problems. 
Reports of this session will be given 
later in the morning. 

Among speakers for this session 
will be R. D. Joy, assistant treasurer 
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of the Middle Atlantic Transporta- 
tion Co., Inc., New Britain, Cenn.; 
C. Fred Flannell, director of the Elec- 
tronics Computer Dept., Royal-McBee 
Corp., Port Chester, N. Y., and An- 
thony Ibanez of Ernst and Ernst, New 
York. 

Closing the conference will be a 
discussion of “What’s Coming Tomor- 
row?”, an interpretation of the role of 
automation in the office of the future. 

Registration has been restricted to 
125 NOMA members and 50 non- 
members with acceptances based on a 
first-come, first-served policy. 


Paperwork—liability or asset? 


The Fourth Annual Conference on 
Records Management, scheduled for 
September 20 in the Main Ballroom of 
the Hotel Roosevelt, New York, will 
include five speakers who will cover 
various topics under the single head- 
ing, “Paperwork—A Liability or an 
Asset?” 

First speaker at the one-day affair 
will be William L. Crunk, general 
supervisor, sales offices, Reynolds Metal 
Co., and vice president of the Amer- 
ican Management Association. His 
topic will be “Paperwork Creation and 
Recording.” A discussion on “Paper- 
work Processing and Communica- 
tions,” by Harvey Sherman, manager, 
organization and procedures, Port of 
New York Authority, will follow. 

A luncheon conference on “Manage- 
ment Planning Against Disaster” will 
be given by Virgil L. Couch, director, 
industry office, Federal Civil Defense 
Administration. The afternoon ses- 
sion will be highlighted by two dis- 
cussions: “Paperwork Storage and Re- 
trieval,” by Daniel G. Schuman, vice 
president and controller, Stromberg- 
Carlson Co., and “Paperwork Person- 
nel and Organization,” by Albert Pley- 
dell, vice president and treasurer, 
Management Services Associates, Inc. 

Chairmen for each of these discus- 
sion periods, to guide the “fact-finding” 
sessions following the speeches, will 
be: A. E. Riddle, general office man- 
ager, Colgate-Palmolive Co., and a di- 
rector of the National Office Manage- 


(To page 80) 
OFFICE MANAGEMENT 


— 


—— ee ee lll 


a . oa: Sa a — “7 ie ¥ =" ‘ae rae 4 : ; ae 
- E 
a ay 
‘= | 
a 
ae 
he os, } 
) 
lag | 
Be, bas 
1g | 
“« % Hs | 
; | 
| 
| poe 
=e 
sal 
i ) 
ie 
ea ( 
\ 
' 
3 a CL 
ae 
me c 
: q | } fe 
% 3 BS See = . 
i =5 peEge ae OF a comes pees Bee C 
z ; Con ie Sas a PS Se 
ee, | CCY)OEO )) ta 
i A BENT AE REY} | 4 
be: : 4 i a 
| Ve if: —— Ht ett eV 
| ap Lok — }: at Y 
: (* Aadoosnetodl f A aaa fh 1 HEH LAE le 
0 x se ~ : ———— 
a , a — B \ | 
3 TE ate 
3 | BE: | lt 
| | 
‘ 
sie 
3 q 
ee a . a : Cae eo , em i 8 bi a: aes, eae ™ Bo Aa, 
oF a = | Te ae ” = — 2 P - o . 


New Comptometer tape-punching unit converts calculator results into punched tape codes 


Comptometer shows new tape-punching unit; 


National Electric Products sets up IDP network 


DEVELOPMENT of an automatic 
tape punching and programming ma- 
chine which speeds the input of in- 
formation to data processing equip- 
ment has been announced by the 
Comptometer Corp., Chicago. 
According to the company, the ma- 
chine instantly converts calculator re- 
sults into punched paper tape, ready 
to be fed into processing machines with 
tape-reading mechanisms. To speed 
operations further, the machine has a 
program board which automatically 
punches constant data, such as code 
numbers, into the tape, freeing the 
operator to do actual calculating. 
The machine uses 5-, 6-, 7- or 8- 
channel paper tape, and is actuated by 
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a Customatic Comptometer on which 
the operator performs calculations as 
in normal use. Instead of writing her 
answers on paper, however, the op- 
erator presses a key. This automatical- 
ly punches, or “reads out,” the answer 
into the tape. 

The tape then may be fed into a 
tape-to-card converter for subsequent 
automatic re-use on data processing 
equipment; or it may be fed into a 
Teletype for automatic wire transmis- 
sion to other offices. Through the pro- 
gram board, the machine can enter 
constant data into the tape without 
extra effort by the operator. For ex- 
ample, in preparing figures for labor 
distribution, it may be necessary to 


enter job numbers, shop number, and 
other figures on the tape. Normally, 
this would be achieved by pressing the 
necessary keys or the numbers; but 
with the program board, this informa- 
tion can be wired in advance and will 
read-out automatically into the tape 
in proper sequence when the operator 
presses the read-out key. Up to 102 
program steps may be used. 

Included in the machine’s field of 
use are sales analysis, labor distribu- 
tion, accounts payable, expense distri- 
bution, back order control, inventory 
control, and integrated order billing. 
The machine will be exhibited at the 
October Business Show in New York. 


(To page 78) 
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At Sears’ “Big Board” meeting any emp 


gram—even if conditions make it nec- 
essary for other media to be used as 
a general rule for most messages. 

This is one area where the smaller 
company has a vast advantage over 
the large one. Because it is small, it ss 
possible for top management to be ac- 
quainted with the majority of its 
employees and to use direct face-to- 
face communications for its most im- 
portant messages. 


But even the largest companies can 
deliberately employ face-to-face com- 
munication in some cases, to achieve 
the maximum rapport between man- 
agement and employee—and that is the 
basic objective of most employee com- 
munications programs. Sears Roebuck, 
for instance, has as part of its plan a 
yearly meeting in Chicago, its head- 
quarters. Termed “The Big Board 
Meeting,” it is held on the evening 
before the annual meeting of the 
company’s Board of Directors, and is 
open to as many of the company’s Chi- 
cago employees as can be accommo- 
dated in the company’s auditorium. 
The company president and the chair- 
man of the board first report to the em- 
ployees on the company’s annual 
statement, and its profit sharing state- 
ment. Then the meeting is thrown 
open to the employees so they may 
present any questions that are both- 
ering them to the company’s top offi- 
cers. (Questions are written down, 
without signature, and collected to be 
given to a moderator who acts as the 
questioner. He reads each question 
aloud and then assigns it to the 
officer best equipped to deal with it. 
Every question is answered, no matter 
how biased or prejudiced a feeling 
may be evident in it. 

Sears swears by its plan, has em- 
ployed it for years, and thinks it one of 
its most successful innovations, estab- 
lishing very much the same personal 
relationship, even if only on a once- 
a-year basis that exists in a small 
office where anyone can approach the 
boss with a question at any time. Ob- 
viously, it is a mechanical device to 
replace the smaller office’s close per- 
sonal contact. The Sears method, how- 
ever, offering as it does complete em- 
ployee anonymity, and a management 
commitment to answer each question 
fully and explicitly, no matter how sen- 
sitive the area it falls in, does offer cer- 
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(From page 21) 


tain advantages not always enjoyed 
by the employee in another office, 
even though he can approach his boss 
on an individual basis at any time. 

Every office cannot use the Sears 
technique of direct face-to-face ques- 
tion and answer sessions between top 


ees, nor would every company want to. 
And even at Sears, all employees can- 
not be reached in this manner—only 
those working in Chicago. But the 
same spreading of word through oral 
communications can be done in other 
ways. 


Small office has advantage 


In the very small office, of course, 
it could be done with comparatively 
little trouble. Top management could 
present any message it thought im- 
portant enough directly to its em- 
ployees, gathered together for the oc- 
casion, and then give employees the 
chance to ask any question that comes 
into their minds. This is the essence of 
good communications, since it is a 
two-way process, in which any mis- 
understandings can be cleared up as 
they arise. This cannot always be done 
in written communications, which may 
create questions in the reader’s mind 
that cannot be answered directly or 
fully as they could in question and 
answer session. 


In any office, no mitter what its 
size, such means of direct oral com- 
munications exist, even though they 
may not always be utilized as fully as 
possible. They exist in the supervisory 
group. Obviously, it would be diff- 
cult in an organization numbering 
several thousand people for the presi- 
dent or other top company officer to 
present every message of importance 
to employees directly to all employees. 
But there is no reason why the message 
cannot be moved down in direct face- 
to-face sessions between president and 
line officials, line officials and super- 
visors, supervisors and employees. Even 
more simply, the top man can meet all 
their questions about the new policy, 
and thus to a degree answer directly 
many of the questions that will be 
asked by employees about the program 
as a whole. The supervisors in turn 
will not merely be repeating a pat 
message from top management to their 
workers, but will, because of the ques- 


tions they themselves have asked, be 
in a position to answer many of the 
questions raised by employees. 

Most communications experts think 
that such a line of communications 
is almost essential for any type of 
message which should reach every 
employee in full accurate understand- 
able form. Bulletin board notices, house 
organs, written communications are 
all excellent, but they do not form as 
direct a personal contact as the face- 
to-face discussion. Nor do they answer 
every question that may occur to the 
employee. Nor in the last analysis can 
anyone be sure that every employee 
reads them. They are most valuable as 
supplements. As supplements they can 
spell out in detail a program, the fund- 
amentals of which the employee al- 
ready knows through the information 
he has received directly from his sup- 
ervisor. 

The Connecticut General Life In- 
surance Company, which has developed 
an extensive communications program 
service that is made available to clients 
who wish to communicate news of 
their employee benefits program to 
employees, speaks of this “oral” 
principle as the most effective com- 
munications device of all. Connecti- 
cut General experts, working with their 
client companies, will suggest general 
rules for effective communications, 
various written media, bulletin board 
displays, booklets, the whole parapher- 
nalia of getting a message from one 
person to another. But the thing they 
emphasize most repeatedly to clients 
seeking their advice is “Use your 
supervisors. Make them your main 
communications distribution points.” 

That this is more than a slogan is 
proved by the way Connecticut Gen- 
eral itself has built its plan of aiding 
client companies’ communications con- 
cerning benefit plans to employees. Its 
“Better Employee Understanding” pro- 
gram, based on research done at 
the company headquarters in Hartford, 
and experience several years ago in 
aiding client companies on an indivi- 
dual basis tell their benefit program 
story, is carried out now through the 
field agents who sell employee in- 
surance protection programs to clients. 
Obviously insurance agents are not 
themselves communications experts, so 
they are trained in the fundamentals 
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“Communications should be centered on the employee”; talk in terms of his interests . . . 


of the aid program Connecticut Gen- 
eral has developed by experts from the 
home office at regional meetings. Basic 
principles are stressed, as is the fact 
that communications is basically “a 
state of mind,” rather than a question 
of specific media; that each program, 
in other words, has to be tailored to 
the needs and the capacities of the 
company employing it. But the intro- 
duction of the field representatives to 
the whole program which they in turn 
are expected to apply to aid the client 
is handled by direct communications 
between the salesmen and the people 
from the home office responsible for 
the creation and continuing develop- 
ment of the program. 

This direct training is backed up by 
a “B. E. U.” manual supplied to the 
field representatives, which outlines the 
development of a good communications 
program with a client company, and 
suggests various techniques and media, 
which may be used. This is kept up 
to date with new case histories re- 
ceived by the home office from field 
representatives, and then distributed by 
home office to all branches. Thus, 
new, successful techniques or methods 
—as well as unexpected snags which 
may develop in a program—are con- 
stantly fed out to the field. 

And this again is a matter of com- 
munications between specialists in one 
field and men not specialists in that 
field at all, who must still become fa- 
miliar enough with it to serve as ad- 
visors in the field to their clients. 


Connecticut General sales represen- 
tatives, in working out the best com- 
munications program for an individual 
client, have in mind certain basic 
principles laid down by the program’s 
experts back in Hartford, principles 
which they in turn emphasize to the 
people within an individual company 
with whom they are working in devel- 
oping the “B. E. U.” program for that 
company: 

“1, Communications should be cen- 
tered on the employee.” The “B.E.U.” 
recommendations stress the personal 
touch in employee communications 
wherever possible, and urge casting all 
messages in terms of the employee’s 
own particular interests—the way the 
subject of the communication affects 
or can affect him. 

“2. Communications should be com- 
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plete.” Following the good old adver- 
tising rule, the B. E. U. sponsors ad- 
vise that information should be beamed 
to employees regularly, so that they 
are kept aware of the program, and 
also so that, through repetition, there 
is no chance of the message being 
forgotten, or becoming confused. Con- 
necticut General specifically recom- 
mends, in terms of a benefit program, 
that each employee should receive in- 
formation on different aspects of the 
program on some kind of a regular 
basis, and that he should receive the 
full story on all phases of the benefit 
program at least once a year in some 
sort of complete package. In messages 
on separate phases of the program, 
furthermore, it is recommended that 
each be tied in to the others, so that 
the comprehensiveness of the program 
is stressed by each message. 

“3. Communications should be con- 
tinuous.” This point is actually a de- 
velopment of Point 2—that commun- 
ications on any given subject are most 
effective if they are to a degree, con- 
tinuous. In other words, the new em- 
ployee should receive information on 
all major aspects of his relationship to 
his company, and the services his com- 
pany offers him on the day he first re- 
ports to work, and should continue to 
receive such information in varying 
forms throughout his career with the 
company. 

“4- Communications should be func- 
tional.” Under this, Connecticut Gen- 
eral stresses the need to present mater- 
ial in clear language, and well organ- 
ized format, so that the individual can 
learn fairly easily the answer to any 
question that occurs to him, or at least 
the place to go or the person to see to 
find the answer. 

“5. Communications should be cum- 
ulative and accent the future.” This 
last point of course is more germane to 
a communications program concerning 
employee benefits than it is to a com- 
munications program as such. But to 
the degree that a company thinks of 
its communications program basically 
as a medium to bind its employees 
closer to the company, to win and hold 
their loyalty, stress on the future, and 
the company’s plans for the individual 
employee in that future are valuable 
in any communications program. 

“6. Communications about benefits 


should be coordinated with manage- 
ment’s philosophy.” Under this, Con- 
necticut General stresses again that a 
special program—such as a new in- 
surance plan—cannot simply be impart- 
ed to emloyees by a movie, or a bulle- 
tin board announcement and a hand- 
book—that it must be emphasized 
through all the company’s regular 
communications channels — employee 
house organ, supervisors, bulletin 
boards, detailed beoklets—all the media 
which the individual company uses 
consistently as channels for any com- 
munications. In other words all media 
should support each other in getting 
any one message or series of messages 
over to employees. 

Let’s see how a particular change or 
development in company policy af- 
fecting every employee might be com- 
municated to each employee. Using as 
an example another insurance concern, 
the New York Life Insurance Co., let’s 
see how a typical large office does a 
good employee communications job. 
New York Life does not claim that it 
is carrying out an extremely intensive 
er spectacular employee communica- 
tions program, but it does believe it 
has a sound and effective one—and its 
results seem to bear out this belief. As 
a large company, it uses almost all con- 
ventional communications media, and 
the way in which it uses those media 
will illustrate the sequence and timing 
of a particular (and particularly im- 
portant) employee message. 

Some time ago, New York Life in- 
itiated group insurance coverage for 
employees. Obviously, such a plan 
takes time. Obviously, the terms of 
group insurance are of interest to 
every employee. And obviously, in an 
insurance company, any impending 
development in its own employees’ 
group insurance program is going to 
leak out to those employees. The situ- 
ation had all the ingredients for a 
series of wildly varying rumors, rang- 
ing all the way from a policy provided 
at no cost to the employee to a policy 
for which the employee would pay all 
costs. 

New York Life encountered a min- 
imum of such troubles because it fol- 
lowed a logical, planned sequence of 
informing its employees of the new 
program. Details of the plan could 
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A Automatic heater 

One in a new series of Fresh’nd-Aire 
portable electric heaters, this model 
features duo-heat, duo-wattage and di- 
rectional warm air control, as well as 
new visual thermostat and _ safety 
guard. Retail price is $34.95, and it 
is available from the Cory Corp., 3200 
W. Peterson Ave., Chicago 45. (A-1) 


V Slide ring loose-leaf binder 

Announcement of a new economical 
plastic loose-leaf binder for use in con- 
nection with the firm’s binding equip- 
ment has been made by the General 
Binding Corp., 812 W. Belmont Ave., 
Chicago 14. Its central feature is a 
plastic back that slides off a specially- 
molded track, instantly opening the 
rings of the binding. (A-2) 


p Stencil cutting machine 
This new “Speedmodel” line of sten- 
cil cutting machines is capable of cut- 
ting ¥%-inch characters in oil board, 
spaced at seven lines, 38 characters to 
the foot in any length. It features 
lightweight “almag” internal castings, 
high carbon punches and dies and ball 
bearing construction. It is a new prod- 
uct from Diagraph-Bradley Industries, 
Inc., P. O. Box 269, Herrin, Ill. 
(A-3) 


34 If further information is desired, use Reader Inquiry Card on page 96. 


Vv Compact instant-file 

This personal, visible index Instant- 
File is termed the “Peek,” and is a 
flat, embossed folder measuring about 
g x 6 in. It opens to reveal two verti- 
cal rows, each with 12 pockets to hold 
3 x 5 cards or notes; closed, the unit 
measures 4 in. in width. The file 
retails at $1, and is a product of Peek 
Products, Box 3334, Columbus 11, 
Ohio. (A-4) 


A “Personal” air conditioner 
The No. 500 Ozium Dispenser, fea- 
turing a patented meter valve assuring 
500 individual sprays, is designed to 
remove smoke, destroy odors and _re- 
duce airborne bacteria. Available in 
two sets of 6 or 12 units (priced at 
$7.50 and $13.75, respectively), the 
dispenser is a product of Woodlets, 
Inc., 2048 Niagara St., Buffalo 7, N. Y. 
(A-5) 


A Portable typewriter 

Scheduled for release this month, the 
new 1958 Underwood “Golden-Touch” 
portable typewriter features separate 
“set” and “clear” tabulating keys, visi- 
ble stops for setting margins and a 
writing scale for pre-determining de- 
sired writing line. Available in three 
models, the typewriters retail at prices 
ranging from $79.50 to $127.50 from 
Underwood Corp., 1 Park Ave., New 
York. (A-6) 


New 
for the office 


A Phrase and date office stamp 
Recently introduced by the Douglas 
Homs Co., 326 Jackson St., San Fran- 
cisco 11, this “M-2 Dial-A-Phrase 
Dater” features dial selection and pro- 
vides 11 standard office phrases, fol- 
lowed by a No. 1% line dater, in a 
single unit. List price of the dater is 


$2.25. (A-7) 
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A Fluorescent tube 

This “Niletone Louver-Lite” fluores- 
cent tube emits a soft, pastel green 
light, and is guaranteed on a free re- 
placement basis for a burning life of 
two years or 17,500 hours, whichever 
expires first. It is a recent develop- 
ment of the Nu-Lite Corp., 41 S. 6th 
St., Newark, N. J. (B-1) 


A Electric adding machine 

The new “93” electric adding machine 
offers the “dexterity” keyboard—a 
combination of 10-key keyboard speed 
and square key tops with complete 
feature key electrification. A “Sub- 
Total Lock” allows single or continu- 
ous sub-totals. The machine is manu- 
factured by Remington Rand, Div. of 
Sperry Rand Corp., 315 Fourth Ave., 
New York ro. (B-2) 


> Printed tape 

Labelon Tape Co., Inc., 450 Atlantic 
Ave., Rochester 13, N. Y., announces 
a line of printed acetate film and flat- 
back tapes for use in a wide variety of 
industrial office and merchandising 
applications. Tapes also may be print- 
ed with stock numbers, department 
names and dates for ease in storage and 
inventory. (B-3) 
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V ll-year desk calendar 


Reference to the five previous, and 
five future years, as well as the current 
year, is possible with the new line of 
“Success” desk calendars. “Extra” cal- 
endar years are printed on extra pages, 
included at the back of the pad. The 
calendars are made by Columbian Art 
Works, 2300 W. Cornell St., Milwau- 
kee, Wisc. (B-4) 


V Laminating machine 

Printed, typewritten, hand-drawn or 
duplicated material and photocopies 
may be protected against dirt, grease, 
moisture and handling by coating with 
acetate or other plastic films on this 
new laminating machine, available 
from the Rotobond Co., P. O. Box 69, 
Bound Brook, N. J. (B-5) 


Ss 


If further information is desired, we Reader Inquiry Card on page 96. 


A Continuous printer 
This “XeroX Copyflo” 24-in. continu- 
ous printer does not require ink to 
turn out, xerographically, 24-in. wide 
drawings at a rate of 20 feet a minute 
from microfilm. Individual film frames 
are mounted in perforated “Filmsort” 
tabulating cards. It is a product of 
The Haloid Co., Haloid St., Rochester 
3 Mm. ¥. (B-6) 


Vv “Model making” service 
Industrial Models, Inc., 2550 Sconset 
Rd., Wilmington 3, Del., announces 
a new model-making service devoted 
to office layout, using plastic models 
of office equipment. Scales available 
are %-, 3/16-, %4- and ¥-in. to the 
(B-7) 
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A Fireproof desk 

Shaw-Walker Co., Muskegon, Mich., 
announces the addition to its “Expan- 
Desk” line of a fireproof desk which 
provides point-of-use fire and “snoop- 
er” protection for valuables. It com- 
bines in a single unit a desk, safe and 
large work top area within a space of 


70 x 76 inches. (C-1) 


A Secretarial chair 

This secretarial posture chair features 
a foam rubber seat with waterfall 
front, supported by a ventilated metal 
seat pan. Seat height may be adjusted 
from 1644 to 224% in., and a name 
plate holder is placed on the back of 
the seat for the user’s convenience. 
The “Thinline” chair is produced by 
Royal Metal Mfg. Co., 175 N. Mich- 
igan Ave., Chicago 1. (C-2) 


36 If further information is desired, use Reader Inquiry Card on page 96. 


V Office furniture design 

A new concept in office furniture de- 
sign, embodying flexibility of arrange- 
ment and varied color selection of both 
Formica tops and wood base units, 
has been introduced by the Robert 
John Co., 202 S. Hutchinson St., Phil- 
adelphia 7. Also offered are custom 
cabinet work, oak interiors, and float- 
ing base, available in both solid brass 


and brushed chrome. (C-3) 


V Safety ladder 

“Step-Lock Safety Ladder” is the name 
of a new ladder-locking device incor- 
porated into the “S” series of “Rol- 
Away Stock-picker” trucks from Rol- 
Away Truck Mfg. Co., 6143 SE Fos- 
ter Rd., Portland 6, Ore. The new 
feature, by depressing the spring-load- 
ed ladder, allows it to be stationary. 
Overall length dimension of the ladder 
is 43'4 in.; overall width, 20 in. 


(C-4) 


q Plastic chair mat 

The “Stemp-O-Glas” line of plastic 
chair mats is available in standard and 
special sizes and is designed to with- 
stand hard usage. The line is manu- 
factured by Stempel Mfg. Co., Dallas, 
Texas. (C-5) 


A Clothes rack 


Designed to harmonize with present- 
day office furniture and decor, this new 
clothes rack from Gingher Mfg. Co., 
Scranton, Pa., provides space for four 
hats, four coats on hangers, umbrellas 
on hooks and package room. It is 
made of heavy-gauge steel without 
nuts, bolts or screws; the top shelf and 
coat-hanger bar may be detached. 
(C-6) 


V Office utility stand 

Offering elbow-type drop leaf arms in 
combination with a letter-sized drawer, 
the new “E-CON-O-ME” utility office 
stand may be used to support a stand- 
ard typewriter, adding machine or 
similar office equipment. Also avail- 
able without the drawer, the stand is 
manufactured by Interstate Metal 
Products Co., Inc., 666 Lake Shore 
Dr., Chicago 11. (C-7) 
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Voice systems of the direct-wire type, 
in which stations are wired directly to 
each other, vary in features, appear- 
ance, and capacity. In the unit at the 
top, individuals are called by means of 
the loudspeaker in the unit; this is 
disconnected when the handset is lift- 
ed. Other units use selector buttons or 
levers, while the second unit may also 
be used in dial systems using a switch- 
board. Units vary in other features 
also. (Pictures by courtesy of Terry- 
Phone, DuKane, Webster Electric, 
RCA, and Executone.) 
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A Monthly Feature 


Tools of the Office 


Intercommunications Equipment 


Dictating and Transcribing Equipment 


By Robert Beeman 


A POPULAR subject today among 
writers and teachers of management 
techniques is the importance of good 
communications. It is pointed out, 
and with good cause, that without 
an efficient means of conveying ideas 
and information between persons and 
organizations, the teamwork essential 
to collective action is severely re- 
stricted. 

The subject of communications is 
very broad, of course, since informa- 
tion may be conveyed by an immense 
diversity of means. Spoken and writ- 
ten words may predominate in com- 
munications, but information can be 
carried by signaling devices such as 
lights, chimes, gongs, bells, and the 
like, by gestures, by facial expressions, 
and so on. Moreover, information 
transfer is capable of many subtleties. 
The failure to communicate may it- 
self be a form of communication, and 
much information is merely implied 
by what is or is not directly conveyed. 

Indeed, the whole effort of the 
office centers about information — 
obtaining it, working with it, drawing 
conclusions from it, taking action on 
it, distributing it. It follows that the 
physical means of communication 
and the methods in which these 
means are used have a vital relevancy 
to efficiency in the office. 

The two categories of office equip- 
ment covered in this month’s “Tools 
of the Office” department are directly 
related to the flow of information in 
the business world. 

The first category, intercommuni- 
cations equipment, deals with the 
means of conveying information 
among persons and departments with- 
in a company. The term is usually 
taken to refer to devices which trans- 
mit the spoken word, such as internal 
telephone systems, “squawk boxes,” 


and public address systems. As used in 
this department, it is expanded some- 
what to include certain other types of 
equipment which should be consid- 
ered in a survey of devices used to 
distribute information. Code call 
paging systems, for example, are in- 
cluded, as is specialized equipment 
such as “electronic longhand” systems, 
pneumatic tubes, and some kinds cf 
conveyor belt systems. 

The second category, dictating 
equipment, deals with equipment 
used to make permanent records of 
spoken information, While this kind 
of equipment is fairly well defined in 
its characteristics, the discussion in 
this section also covers certain mar- 
ginal items, such as tape recorders 
which can perform office functions. 
(Most tape recorders do not fall in 
this category, since they do not have 
transcribing facilities such as foot 
pedal or typewriter controls, back- 
spacing and other features important 
to the typist.) 

The relationship between _ inter- 
communications and dictating equip- 
ment is actually somewhat closer than 
the fact that both play a part in infor- 
mation flow. Many of today’s inter- 
communications systems are so de- 
signed that they can be used as the 
basis for network dictation systems in 
which remote stations can dictate to 
centrally located machines. Likewise, 
much modern dictating equipment is 
designed for use with existing tele- 
phone or other intercommunications 
systems. This adaptability figures 
importantly among the special virtues 
claimed by manufacturers of equip- 
ment of both types. 

The increasing emphasis being 
given to network dictation, in fact, is 
one of the important trends of the 
day. Executives who do relatively 
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“Wireless” units plug into existing 
electrical circuits and require no other 
wiring between units. Stations transmit 
to all others on the same frequency, 
may be unplugged, moved to new lo- 
cations, and plugged in again. The 
Talk-A-Phone unit at the top can 
select any of six frequencies, to elim- 
inate interference with stations on 
others. The Vocaline unit below is typ- 
ical of small portable stations. 


little dictating do not usually need in- 
dividual dictating machines as long 
as they can pick up a telephone and 
be connected with a machine some- 
where in the building. Since centrally 
located machines can serve a number 
of executives, it follows that a _net- 
work system requires less investment 
in machines than does a system in 
which each executive has his own 
machine. However, network systems 
are not intended for men who do a 
great deal of dictating; these execu- 
tives are usually better served by in- 
dividual machines. 

Intercommunications equipment for 
conveying the human voice can be 
considered in several categories. The 
least expensive, generally, is the so- 
called “wireless” category. Equipment 
of this type does not use special wir- 
ing to connect the units. Instead, the 
individual stations merely plug into 
existing electrical circuits such as are 
used for conventional desk lamps. 
The existing wiring carries the voice 
from one station to another. 

This type of equipment offers flexi- 
bility, since a station can be un- 
plugged, moved, and plugged in 


again at a new location. The :ndi- 
vidual units are small and light. 
Often they are equipped with han- 
dles, emphasizing their portability. If 
an employee who needs intercommu- 
nications facilities must move from 
place to place about an office, he can 
take a unit with him, plugging it in 
wherever he goes. Obviously, the 
number of units required is less than 
if it were necessary to install units 
in every location where the man 
might need one. 

However, there are limitations. The 
equipment cannot reach locations not 
served by the same main power trans- 
former. Moreover, any station oper- 
ating on the same frequency can hear 
all conversations. No means are pro- 
vided for signaling a station that it 
is wanted; individuals are therefore 
paged by calling their names. 

Such a system can thus be noisy, 
and it offers no privacy. To some 
extent, this problem can be overcome 
by using units operating on different 
frequencies. Some units provide a 
choice of frequencies, which may be 
selected at will. A degree of privacy 
can thus be introduced, but any other 
station on the frequency selected can 
listen in. Moreover, since the equip- 
ment is designed to be economical, 
it usually does not offer the fidelity 
of sound possible with a high-grade 
system of another type. 

Most voice transmitting equipment 
requires the installation of its own 
wiring. Some equipment is designed 
so that each station must be wired 
directly to each other station it is to 
reach, This type of equipment is 
referred to in this section as “direct- 
wire” or “direct-line” equipment. 

The individual stations used in di- 
rect-wire systems are usually designed 
so that other stations in the net are 
selected at the calling station by a 
selector button or lever which com- 
pletes the connection. The stations 


Paging systems are often used to call 
individuals to the phone. Usually they 
are controlled by a switchboard oper- 
ator. If numerical code calls are used, 
they may be sent out automatically by 
such units as the Wheelock selector 
station at top right, with codes being 
selected by the touch of a button. 
Voice paging may be used with loud- 
speakers, or with small, portable, radio- 
type units, such as the Motorola re- 
ceiver shown at the bottom. The center 
picture shows a Mohawk unit on which 
paging messages may be recorded for 
automatic transmission. 


themselves may be in the form of 
telephones (not dial telephones, usual- 
ly) or cabinets, which may be mount- 
ed on walls or desks. Telephones 
usually provide privacy. Cabinet sta- 
tions usually permit the receipt of 
incoming calls through a leudspeaker 
and are thus less private. However, 
some of these units can be equipped 
with telephone handsets as accessory 
equipment. Some cabinets are little 
more than loudspeakers (some of 
them for one-way, some for two-way 
conversation), and horn-type loud- 
speakers are sometimes used. 

A great deal of variety is possible 
in direct-line systems. Most of them 
offer privacy, with as many separate 
conversations allowed at one time as 
there are pairs of stations in the sys- 
tem. Elaborate equipment may have 
numerous special features, such as 
the ability to be connected with pub- 
lic address systems or mobile radio 
equipment, “memory” devices permit- 
ting a call to a busy station to be 
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placed automatically as soon as the 
previous call is completed, “executive 
right-of-way” for permitting an execu- 
tive either to cut in on a busy station 
or to signal the fact that he wishes 
to get through as soon as possible, and 
many other refinements. Most such 
systems permit conferences among a 
number of stations. 

On the other hand, direct-line sys- 
tems may be very simple, consisting 
of but two stations. Moreover, in the 
simplest form, such a system may not 
offer any privacy at all, all stations 
in the system being aware of all con- 
versations carried on between other 
stations. 

The stations themselves may be 
quite utilitarian in appearance, or 
they may be finished expensively to 
adorn the plushest executive office. 
The quality of sound reproduction, 
too, may vary from the noisy but 
adequate to a high degree of fidelity. 

Stations of varying features can us- 
ually be intermixed in a system. Thus, 
an executive may have an elaborate 
master station capable of calling any 
station in the system, while a less im- 
portant position may be provided with 
a simple loudspeaking station which 
cannot call any station at all, or may 
be able to reach only a master con- 
nected directly to it. 

Direct-line equipment is usually in- 
tended for relatively small installations, 
because of the complexity of wiring 
required for large systems. Relatively 
few direct-line systems are used in 
which any station is wired directly 
to more than two or three dozen other 
stations. Larger systems, however, are 
possible, and if it is not necessary that 
each station be able to reach each oth- 
er station, the number of stations can 
be considerably increased. In such a 
case, stations not directly wired to 
each other cannot communicate except 
by asking an intermediate station to 
relay their messages. 

Large intercommunications systems 
generally employ a central switch- 
board. Each station is connected to the 
switchboard, and the connections be- 
tween stations are made at the board. 
The switchboard may or may not re- 
quire a human operator. Most of the 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 96. 
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systems described as “intercommuni- 
cations” systems, as opposed to merely 
internal use of standard telephone serv- 
ices, have switchboards that operate 
automatically, although some do use 
an operator. The conventional station 
used in such systems is of the dial 
telephone type, and stations are called 
by dialing. The telephone may be de- 
signed for desk or wall mounting. 
Some stations may have loudspeaking 
facilities. 

This type of installation offers ex- 
treme flexibility. Stations may be add- 
ed as required, up to the limits of the 
switchboard. The equipment generally 
offers high quality service, which very 
closely parallels that provided by tele- 
phone companies. For example, the 
equipment usually gives a dial tone, 
ringing at a station called is controlled 
automatically, and if a busy station is 
called, a busy signal is received at the 
calling station. 

The conversations are completely pri- 
vate, but conference calls can usually 
be arranged. Many of the best features 
available in direct-wire systems can be 
had in this type of installation as well, 
including connections to public ad- 
dress systems, executive right-of-way, 
“memory” features, etc. In addition, 
such a system can usually be adapted 
without difficulty for use in network 
dictation systems. 

Paging systems, used commonly to 
call individuals to a telephone, are sys- 
tems for broadcasting individual calls 
throughout a building or area. If voice 
paging is used, the system may con- 
sist of a series of loudspeakers placed 
strategically, with control from a 
switchboard, or, in some cases, from 
a private telephone. If code call paging 
is used, the system may incorporate 
such devices as lights, gongs, chimes, 
horns, and other devices for indicating 
a numerical code. Some systems em- 
ploy annunciators on which numbers 
appear when they are called. Code 
calls are usually sent out from a cen- 
tral unit, which may send out the call 
manually, or automatically at the touch 
of a button or switch; commonly such 
central units are placed near the tele- 
phone switchboard where the operator 
can control them. 


Paging systems are usually of the 
direct-wire type. However, some sys- 
tems employ portable wireless units, 
which are plugged into electrical cir- 
cuits in the same manner in which 
voice transmitting units of the wire- 
less type are used. Employees who 


Automatic switchboards offer high- 
grade intercommunications facilities 
without requiring the services of an 
operator. Systems may be as small as 
the new ten-line system shown at the 
top, or may allow connections with a 
thousand or more private telephones. 
Dial telephones are normally used. The 
three bottom pictures show differing 
designs. (Pictures by courtesy of Au- 
tomatic Electric, Tele-Norm, North, 
and Stromberg-Carlson, respectively.) 
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Specialized types of intereommunica- 
tions facilities: Top: A TelAutograph 
transceiver, for instantaneous transmit- 
tal and receipt of messages written 
with an electrified stylus—“electronic 
longhand.” Second: A new L & O Re- 
search facsimile transmitter, which 
sends continuous copy by wire of al- 
most any kind of written or printed 
material, Third: A Credit Authorizing 
Turret, made by Telecom. Bottom: 
One of Lamson’s pneumatic tube car- 
riers, with dials on which the destina- 
tion can be set so that the carrier 
routes itself automatically. 


Next Month: 


Microfilm equipment 
Typewriters 


move about carry paging units with 
them, reducing the number of paging 
units required. 

In addition, some systems employ 
the principles of radio. The develop- 
ment of transistors has made possible 
the construction of receiving units of 
very small size and weight. A num- 
ber of paging systems have thus been 
developed in which individuals ex- 
pecting calls carry or wear (on the 
lapel or belt, very often), a miniature 
receiver. Paging may be of either the 
voice or code call variety. Such a 
system usually requires the installation 
of a loop antenna in the building in 
which it is to be used. 

Other means of intercommunication 
include “electronic longhand,”’ in 
which messages are written with an 
electrified pen. The movements of the 
pen are duplicated at a remote loca- 
tion by another pen which writes a 
copy of the original message simultan- 
eously with the original writing. This 
method uses direct wire connections, 
and conference-type calls are possible. 
It offers the particular advantage that 
it provides written records of transmis- 
sions, and can be used for filling in 
business forms remotely and for trans- 
mitting hand-drawn sketches and dia- 
grams. 


Facsimile equipment, normally used 
for long distance transmission, has 
some internal applications. By this 
method, almost any material of a 
printed, drawn, typed, written, or 
photographically reproduced nature can 
be scanned photoelectrically, and the 
signals so generated used to reproduce 
the original material remotely by 
“burning” a sensitized paper with the 
electric current. The scanning photo- 
electric cell of the transmitting unit and 
the stylus of the receiver, are, of 
course, synchronized. Most equipment 
of this type makes use of a rotating 
cylinder on which the original material 
is placed, with the copy also being 
placed on a rotating cylinder in the 
receiving unit. However, some newer 
models permit copying of flat material 
of unlimited length. 

Listed in this section also, for con- 
venience, are some types of pneumatic 
tube and conveyor belt systems, since 
these can be used for the rapid trans- 
mission of written 
within the company. 

In addition, some of the teletype- 
writing facilities designed for long 
distance wire transmission can be used 
for certain internal functions. 


communications 


Dictating equipment is less diverse. 
While some units are designed for 
dictating only, for transcribing only, or 
for both dictating and transcribing, all 
of these use many of the same basic 
components, and the differences among 
models consist largely of accessory 
facilities. 

For example, both dictating and 
transcribing units require some means 
of playing back what has been dictated. 
The dictator frequently wishes to hear 
what he has already said; the typist, 
obviously, needs to hear the material 
she is to transcribe. The dictator may 
be satisfied with a loudspeaker for 
playback, or with playback through the 
microphone. The typist may find the 
loudspeaker unsatisfactory, particular- 
ly, if she is working in a room where 
other typists are using other machines. 
She obviously doesn’t need a micro- 
phone, but she may find that earpieces 
give her the sound quality she requires 
without disturbing others. 

Similarly, the dictator can use start/ 
stop controls located on either the 
machine itself or on the microphone. 
The typist, on the other hand, has both 
hands occupied with the actual typing, 
and would be inconvenienced by hav- 
ing to turn the machine on and off by 
hand. Transcribing units, therefore, are 
often equipped with foot pedal con- 
trols. In some cases a simple control 
unit may be attached to the front of 
the typewriter where it can be operat- 
ed easily. But basically, both dictator 
and typist need some sort of start/stop 
control, and the location of the con- 
trols is a relatively minor difference 
in machine design. 


In addition, of course, the typist 
needs some convenient means of ad- 
justing the speed of playback to her 
typing speed. This may be accom- 
plished in some machines simply by 
varying the mechanical speed. (This 
alters the pitch of the recorded sound, 
of course, but the intelligibility of the 
recorded material is not significantly 
altered thereby.) A proper adjustment 
of playback speed, moreover, can save 
considerable wearing of the stopping 
and starting mechanism. 

Not every transcribing machine 
offers adjustability of playback speed. 
All of them, however, are equipped 
with a backspacing control which 
causes the machine to repeat the last 
few seconds of dictating. This is an 
essential feature for efficient transcrib- 
ing, since machines not equipped with 
it do not provide a convenient method 
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Much new dictating equipment is designed for in-the-field 
work. For example, Dictaphone’s Dictet Typer (left) tran- 
scribes recordings made with the Dictet (center), a 234-lb. 
The lightweight SoundScriber 


magnetic tape recorder. 


of reversing for the very short intervals 
needed in most transcribing. It is 
for this reason that most magnetic 
tape recorders are not classed in this 
section as dictating and transcribing 
equipment. Some of these, however, 
do have transcription facilities, and are 
listed below. 

Inasmuch as the basic differences be- 
tween dictating and transcribing ma- 
chines lie in the accessories, the two 
types are priced very similarly. More- 
over, a combination dictating and tran- 
scribing machine does not cost much 
more than either of the other units. 

It would appear that combination 
units would be the most economical to 
use. In certain cases this is true. How- 
ever, combination units are not in- 
tended for use when the dictator’s and 
the typist’s schedules conflict. If the 
executive uses the machine after hours, 
or at times when the typist does not 
need it for transcription (a possibility 
if he does relatively little dictating), 
the combination machine can offer 
the most inexpensive type of service. 
In most cases, however, it is more eff- 
cient to have separate dictating and 
transcribing machines. 

Network dictating systems employ 
much the same type of equipment but 
with certain modifications. Remote dic- 
tating facilities are provided for those 
who need them. The dictator normal- 
ly uses either a special telephone 
equipped with special buttons con- 
trolling the remote unit or a standard 
dial telephone on which predetermined 
codes can be dialed to control the unit. 
(In a modification, which is not net- 
work dictation in this sense, an exec- 
utive can have a microphone and 
cradle on his desk to control the main 
unit on his secretary’s desk.) 
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Usually, a number of central record- 
ing units are used, and switching and 
relay accessories are provided so that 
if a machine is busy, the call is 
switched automatically to one which 
is not. Records taken from the central 
recorders are then transcribed on 
standard transcribing units. 

Dictating machines differ also in 
the type of recording medium employ- 
ed. Most of today’s equipment records 
on either a plastic disk or belt into 
which the dictating machine actually 
cuts a groove-like sound track such 
as is found on phonograph records, or 
on a magnetic tape, disk, belt, or 
paper, on which the sound impulses 
are recorded as magnetic spots. 

Some of the plastic media can be 
resurfaced and used a number of 
times, but the material is inexpensive 
and is usually intended to be used 
once, retained as long as necessary, 
and discarded. 

Magnetic media can be erased and 
re-used an indefinite number of times. 
This means that errors in dictation can 
be corrected by backspacing and dic- 
tating over the original material, since 
new dictation automatically erases the 
old. Machines using magnetic tape 
often provide for carrying the tape in 
cartridges which are easily changed. 
At least one machine uses magnetic 
paper; since two sheets can be placed 
on the machine at once, two duplicate 
copies can be made at the same time. 

All dictating equipment should be 
provided with some form of index or 
log sheet or card. (In some cases in- 
dexing facilities are provided on the 
disk itself). This should indicate the 
length of letters, so that the typist can 
judge the spacing required, and it 
should also indicate any errors on the 


(right) in use on a Pan American Grace Airways plane 
records on plastic disks which can be played back on stand- 
ard machines or on any 3344 rpm record player. (Panagra 
is now outfitting its planes to accommodate such units.) 


record, so that these can be investi- 
gated before the typist begins to tran- 
scribe. 

The lists which follow cover the ma- 
jer manufacturers of intercommunica- 
tion and dictating equipment, and 
provide a brief guide to the type of 
equipment offered by each. 


The Manufacturers 
Intercommunications Equipment 


Aircall, Inc., 224 E. 38 St., New 
York. While current details were 
not available at press time, Air- 
call has offered a system of radio 
paging on a subscription basis. Each 
subscriber receives a small pocket 
radio receiver which is assigned an 
individual three-digit code number. 
The unit is carried with him. To 
reach him, his office requests an Air- 
call office to broadcast his code. This 
is sent out at frequent intervals. The 
subscriber listens in occasionally to 
his receiving unit. If he hears his 
code he calls his office. The office in 
turn notifies Aircall that the subscriber 
has responded and the code trans- 
mission is discontinued. 

Airmatic Systems Corp., 378 Bergen 
Blvd., Fairview, N. ]. Airmatic, an 
associate of International Telephone & 
Telegraph Corp., offers pneumatic 
tube systems for the transmission of 
mail, correspondence and small objects. 
Systems are designed for special needs. 
For example, the system installed last 
year in the White Plains, N. Y., office 
of Standard-Vacuum Oil Co., was 
fully automatic, featuring telephone- 
type dials for the routing of the car- 
riers. 

American Development Electronics 
Co., 210 Central Ave., Newark 3, 
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Magnetic dictation permits erasure of 
erroneous material by redictating over 
the error; the media can be re-used 
indefinitely. These examples of mod- 
ern magnetic machines record, respec- 
tively, on magnetic disks, magnetic 
tape, magnetic belts (two machines), 
and magnetic paper. (Pictures by 
courtesy of American Dictating, DeJur- 
Amsco, Pacific Instruments, Compto- 
meter, and Olkon Research-Vanguard. ) 
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N. J]. This firm is the successor to 
the organization headed by the late 
Peter A. Petroff, which has been a 
contractor in the electronics field to 
the U. S. Government. The company 
offers ADEC systems of the direct- 
wire type, using telephones, cabinet- 
type desk units, and/or loudspeakers 
for transmitting and receiving; micro- 
phones are also available for trans- 
mitting. Up to 36 stations can be 
interconnected in one system. Stations 
are called by selector switch. Lock- 
out of incoming calls when busy and 
volume controls are standard. Op- 
tional features include busy signal, 
automatic ringing, public address sys- 
tem cut-in, adaptability for use with 
dictating equipment, extension _ sta- 
tions for secretaries, credit authoriza- 
tion facilities, dial tone, executive 
right-of-way, code call paging, connec- 
tions with mobile radio equipment, 
and emergency alarms. Price range, 
$75 to $1,000. The company’ is also 
working on battery-powered all-tran- 
sistor models. 

American Mica Radio Corp., Man- 
asquan, N. ]. While current informa- 
tion was not available at press time, 
this company has produced the 
AMRAC line of portable and flush- 
mounting intercom systems, usable for 
both voice communications and pag- 
ing. Equipment was of the direct- 
wire type. 

American Telephone & Telegraph 
Co., 32 Avenue of the Americas, New 
York. In addition to its familiar tele- 
phone services, which may be used 
for intercommunications as well as 
for calls outside the office, AT&T 
offers teletypewriter and related facil- 
ities which may be used internally as 
well as externally. 

Auth Electric Co., Inc., 34-20 45 St., 
Long Island City, 1, N. Y. Auth 
manufactures a variety of intercom- 
municating telephone systems and 
paging systems. In some systems, sta- 
tions are interconnected by direct wir- 
ing; in others, connections are made 
through a central, monitored, switch- 
board. In most systems, only one 
conversation takes place at a time, but 
a number of stations can be intercon- 
nected for conference calls. In some 
cases this is arranged directly, in 
others by calling the central station, 
which in turn calls the stations de- 
sired. Some systems use selective ring- 
ing of stations called, others use code 
calls which can be heard by all sta- 
tions. Two systems permit simultane- 


ous private conversations up to the 
number of pairs of stations in the 
system; one of these uses direct wir- 
ing, the other requires a monitored 
switchboard. Available stations in- 
clude desk and wall telephones and 
speakers and cabinet-type desk and 
wall units, some flush mounted. Also 
offered is the new Pajar paging sys- 
tem. Individuals carry small radio 
receiving units. Calls to individual 
stations are sent out selectively by the 
switchboard operator. The unit se- 
lected emits a quiet buzz until the in- 
dividual paged calls the switchboard 
to receive his message and the switch 
is turned off. One automatic system 
permits a number of signals to be 
transmitted repeatedly in automatic 
sequence; this arrangement expands 
the capacity of the system. The sys- 
tem requires installation of an antenna 
in the building in which it is to be 
used. 

Automatic Electric Sales Corp., 
Northlake, Ill. This company offers 
an extensive line of P-A-X Busine:s 
Telephone Systems. Stations in a sys- 
tem are connected through a central 
automatic switchboard. From five to 
an unlimited number of stations can 
be hooked up in one system. Individu- 
al private conversations are possible up 
to the number of pairs of stations in 
the system. Stations available include 
desk and wall telephones, loudspeak- 
ing telephones, and cabinet-type desk 
units. Up to 20 can be interconnected 
for conference calls. Stations are called 
by dialing. Voice paging and selector 
button facilities can be obtained op- 
tionally. Standard features include 
busy signal, automatic ringing, exten- 
sion stations for secretaries, dial tone, 
and lock-out of incoming calls. Op- 
tional features include public address 
system cut-in, adaptability for use with 
dictating equipment, credit authoriza- 
tion facilities, executive right-of-way, 
code call paging, connections with 
mobile radio equipment, and emer- 
gency alarms. Typical price: $500 for 
a ten-station system. 

Autron Engineering, Inc., 1254 W. 
Sixth St., Los Angeles 17. The Au- 
tron Electronic Writer is a device for 
intercommunications through the 
means of “electronic handwriting.” 

Bell Sound Systems, Ine., 555 Mari- 
on Rd., Columbus 7, Ohio, Bell offers 
a line of twelve voice paging systems 
of the direct-wire type. The line in- 
cludes speakers, amplifiers, micro- 
phones, record players and ether com- 
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Why your best customer 
just got a busy signal 


When customers phone, they want you—not a busy 
signal. But, if your switchboard is jammed with in- 
side calls, outside calls have to wait. 

A p-A-x business telephone system is the answer. 
P-A-X is your own private dial telephone system for 
calls within your organization. It is fully automatic 
... entirely independent of your switchboard. Leaves 
your present board free to handle outside calls swiftly 
and efficiently. 

Good things happen when you install p-a-x. Time 
is saved. Employees dial their calls, right from their 
desks—instead of walking to other offices. Executives 
get action—instead of ‘Sorry, no lines.’”’ Customers 
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phoning in get you the first time they call. 

There are no toll or rental charges for p-A-x. You 
own the system. And it soon pays for itself. 

We'll be glad to send you an interesting case his- 
tory brochure that tells how P-a-x is saving impor- 
tant money daily in a business like yours. Write 
today for your copy. Automatic Electric Company, 
Northlake, Illinois. In Canada: Automatic Electric 


Sales (Canada) Ltd., Toronto. Offices in principal 
cities. 


2 A X business telephone systems 


AUTOMATIC <* ELECTRIC 


4 e 
A member of the General Telephone System -— 
One of America's great communications systems 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 9 43 
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Among new developments are these: 
Top: A continuous recording system 


using two Peirce magnetic belt units 


which record alternately. Next below: 
Magnetic Recording’s Magneticon-Edi- 
tor, for editing and making additions 
to material previously recorded. 


fans 


GRAY uONAUDOGRAPH 


- ie ww 


“% 


Network dictation systems provide eco- 
nomical machine dictation for men 
who do not do a great deal of dictating 
individually, Telephone stations are 
provided each executive, and these are 
connected to recording units located 
centrally, where dictated material is 
transcribed. The dictator has full con- 
trol of the receiving unit. Top: An 
Edison Televoice dictating station. Bot- 
tom: A Gray PhonAudograph record- 
ing unit. 


i 
ponents. Some units are portable. 
Price range, $63 to $310. 

Bliss Electronic Corp., Sussex, N. ]. 
A typical Bliss telephone system oper- 
ates through an automatic central 
switchboard. From two to 100 sta- 
tions can be interconnected in one 
system. From ome to ten individual 
calls can be conducted simultaneously, 
and any number of stations can be 
interconnected for conference work. 
Stations are called by dialing. Wall- 
and desk-type telephones are used. 
Standard features include busy signal, 
automatic ringing, and dial tone. Op- 
tional features include public address 
system cut-in, adaptability for use 
with dictating equipment, extension 
stations for secretaries, executive right- 
of-way, connections with mobile radio 
equipment, and emergency alarms. 
Price range: $250 (for a ten-line sys- 
tem) to $4,500. 

David Bogen Co., Inc., 29 Ninth 
Ave., New York 14. In addition to 
its line of radio and sound amplifica- 
tion equipment, Bogen has manufa:- 
tured small intercommunicating units 
of the wireless type. Information on 
current products was not available at 
press time. 

Cambridge Co., 2561 N. Clark St., 
Chicago 14. The PrestoCall line in- 
cludes eight basic models of intercom- 
municating and voice paging equip- 
ment. The direct-wire method of in- 
terconnection is used. An _ indefinite 
number of units can be interconnected 
in one system, and an indefinite num- 
ber can be hooked together for con- 
ference work. Cabinet-type desk and 
wall units, including flush wall units, 
are available. Stations may be called 
by voice paging, selector levers, or 
selector buttons, as appropriate. Op- 
tional features include busy signal, 
automatic ringing, public address sys- 
tem cut-in, volume controls, lock-out 
of incoming calls when busy, and 
emergency alarms. Price range: From 
$10 up per unit. 

Connecticut Telephone & Electric 
Corp., 70 Britannia St., Meriden, 


Conn. Connecticut Telephone offers 
equipment of the directline type and 
also of the type using an automatic 
central switchboard. The Direct-A- 
Call line, using direct wiring to in- 
terconnect the stations, may have as 
many as 14 stations, any or all of 
which may be interconnected for 
conference work. Desk- and wall-type 
telephones and two-way loudspeaker 
stations may be used. Standard fea- 
tures include public address system 
cut-in, busy signal, volume controls, 
and extension stations for secretaries. 
Dictation facilities may be obtained. 
Private Line systems use an automatic 
switchboard. Stations may be wall- 
or desk-type telephones, cabinet-type 
desk units, or two-way loudspeakers. 
Up to 36 stations can be intercon- 
nected for conferences, and individual 
private conversations are possible up 
to 24 percent of the trunkage. Stations 
are called by dialing. Standard fea- 
tures include busy signal, dial tone, 
automatic ringing, extension stations 
for secretaries, adaptability for use 
with dictation facilities, and lock-out 
of incoming calls. Available are such 
optional features as executive right-of 
way, code call paging, connections 
with mobile radio equipment, credit 
authorization facilities, | emergency 
alarms, and watchman service. 


S. H. Couch Co., Inc., 3 Arlington 
St., North Quincy 71, Mass. Couch 
offers direct-line equipment as weil 
as systems using a switchboard. In 
some cases the switchboards are 
automatic; in others a monitor is re- 
quired. Telephones of wall or desk 
types are used. From two to 200 sta- 
tions may be interconnected in one 
system, with from 2 to 50 tied to- 
gether for conference calls. Up to 25 
separate private conversations can be 
conducted at once. Stations may be 
called by dialing or by the use of 
selector buttons, as appropriate. Stand- 
ard features include busy signal, auto- 
matic ringing, executive right-of-way, 
extension stations for secretaries, and 
code call paging. Emergency alarm 
connections are available optionally. 
Price range: $51.50 to $15,000. 

Dictograph Products, Inc., 95-25 149 
St., Jamaica 35, N. Y. Dictograph 
Electronic Intercom units are of the 
direct-wire type. Some stations are of 
the telephone type, others are of the 
desk cabinet type. Some units can be 
interconnected with up to 24 other 
stations. Conversations are private, 
and as many separate conversations 
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PREVENTS ERRORS...SLIP-UPS..i MISUNDERSTANDINGS 


Errors got you stumped? Mistakes piling up 
overhead? TelAutograph’s ELECTRONIC LONGHAND 
prevents such headaches — because it makes a 
permanent, handwritten record of your business 
messages...and simultaneously delivers them at the 
speed of light... to one or many points... within 
your building or miles away. Put it in writing — 

with the Electronic Pen — and you'll wipe out errors... 
speed operations... work smarter, not harder. 


TelAutograph* Telescriber 
Systems of Electronic Longhand 


are manufactured by 


CORPORATION 
Pioneer in 
Telecommunications 
since 1888 


Kanghand 


f* de UA, / I want to WORK SMARTER, NOT HARDER. Mail literature on 


COMPANY 


STREET CITY 


COUNTY STATE 


TYPE OF BUSINESS 


rc 
| 
| 
: 
NAME POSITION 
! 
| 
| 
| 
| 
| 
| 
| 
i 
| 


*Trademark Reg. U.S. Pat. Off. 
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TELAUTOGRAPH CORPORATION « 8700 Bellanca Ave., Los Angeles 45, California 
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Plastic belts and disks are inexpensive 
enough to discard after one use, but 
some can be resurfaced and re-used. 
Top: Edison’s All-Purpose Voicewriter, 
a basic unit adaptable for dictating, 
transcribing, or remote control from 
a Televoice unit (see page 44.) It 
uses a plastic disk. Second: A Dicta- 
phone Time-Master, recording on a 
plastic belt. Third: A portable Infra 
unit using plastic disks with index 
space at center. Bottom: A Miles 
Walkie-Recordall, for in-the-field work. 
It can take several hours’ recording on 
a wide plastic belt. 


For further information on 
"Tools" items, see the Readers’ 
Inquiry Coupon on page 96. 


are possible as there are pairs of sta- 
tions. Conference and paging fea- 
tures are available. Executive right- 
of-way and “automatic memo” (to in- 
dicate calls received in the absence of 
the user) are among the optional 
features. Dictograph also offers the 
Miracle Private Paging System. This 
system makes use of miniature re- 
ceivers which can be worn on the 
clothing, for receiving voice or code 
calls. Wire loop antennae are installed 
in the building, to permit transmis- 
sion of calls. Individual units are 
transistorized and measure 1% by 
3% by 13/16 in. They have volume 


tone control. 


DuKane Corp., 103 N. Eleventh 
Ave., St. Charles, lil. The Flexifone 
line includes systems of the direct-line 
type and systems in which the stations 
are interconnected through an auto- 
matic central switchboard. Wall- and 
desk-type telephones, wall- and desk- 
type cabinet units, and loudspeakers 
may be used for transmitting and re- 
ceiving. Microphones are also avail- 
able for transmitting. The number 
of stations which can be intercon- 
nected #n One system is unlimited, and 
the number of simultaneous private 
conversations which can be conducted 
is equal to the number of pairs of 
units in the system. Stations may be 
called by voice paging, dialing, selec- 
tor levers, or selector buttons, as ap- 
propriate. Standard features include 
busy signal, dial tone, automatic ring- 
ing, volume controls, and lock-out of 
incoming calls when busy. Optional 
features include public address system 
cut-in, executive right-of-way, adapt- 
ability for use with dictating equip- 
ment, code call paging, extension sta- 
tions for secretaries, emergency alarms, 
and credit authorization facilities. 
Price range: from about $50 to several 
thousand dollars. 


Edwards Co., Inc., 90 Connecticut 
Ave., Norwalk, Conn. The Edwards 
line includes telephone, signaling, and 
paging equipment. Telephone  sys- 
tems are of the direct-wire type, mak- 
ing use of desk and wall stations. 
An unlimited number of units can be 
interconnected in one system. Some 
systems are designed to permit a num- 
ber of simultaneous private conversa- 
tions. Others allow for conference-type 
calls. Calls may be made by the use 
of buttons. Lokator code call paging 
systems use numerical codes, A cen- 
tral selector station transmits the calls, 
which are chosen by sliding a selector 


lever to the name of the individual 
whose call is to be transmitted and 
by pressing it slightly. Selector units 
may have 20, 40, or 60 different 
codes. Codes may be _ broadcast 
through visual and audible signal de- 
vices. The company also offers Zon- 
alarm systems, which are automatic 
fire warning and locating systems. 
These can be installed in offices at 
prices from $200 to $300. 


Electronic Communications, Inc., 
Air Associates Div., Teterboro, N. ]. 
This company offers a line of facsimile 
equipment which may be used to 
transmit copies of written material 
by wire or by microwave. While the 
equipment employs a principle nor- 
mally used for long distance com- 
munications, it also has internal appli- 
cations. 


Electro-Vox Intercom Corp., 3 I’. 
54 St., New York 22. Electro-Vox 
offers equipment of the direct-wire 
type and systems using an automatic 
central switchboard. Direct-line equip- 
ment is available in a variety of mas- 
ters and sub-stations, including desk 
and wall telephones and _ cabinets. 
Master stations are available with 
selector facilities for up to 48 stations. 
Paging facilities are available. Simul- 
taneous separate private conversations 
can be conducted, as well as confer- 
ence calls. Equipment using an auto- 
matic switchboard permits private 
conversations, with calls being made 
through the switchboard. Features, 
some of them optional, include execu- 
tive right-of-way, direct tie-in with 
voice paging systems, collective num- 
ber arrangements in which calls to a 
busy number are transferred auto- 
matically to the first idle line in the 
group, connections with dictation fa- 
cilities, extension stations for  secre- 
taries, automatic busy signal, dial 
tone, and automatic ringing. 


Executone, Inc., 415 Lexington 
Ave., New York 17. Executone’s five 
basic systems are all of the direct-wire 
type. Desk-type telephones, desk- and 
wall-type cabinet units, loudspeakers, 
and microphones, are available for 
both transmitting and receiving. An 
unlimited number of stations can be 
interconnected in a system. As many 
separate private conversations can be 
conducted as there are pairs of sta- 
tions, and an unlimited number may 
be interconnected for conferences. 
Stations are called by means of selec- 
tor buttons. Standard features include 
busy signal, automatic ringing, public 
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address system cut-in, adaptability for 
use with dictating equipment, exten- 
sion stations for secretaries, credit 
authorization facilities, executive right- 
of-way, volume controls, lock-out of 
incoming calls when busy, and emer- 
gency alarms. Price range: from 
$69.50. 

Fanon Electric Co., Inc., 98 Berri- 
man St., Brooklyn 8, N. Y. The 
Fanon line includes both “wireless” 
units and equipment of the direct- 
wire type. Stations are of the cabinet 
type, for either desk or wall mount- 
ing; flush wall units are available. 
From 2 to 42 stations can be inter- 
connected in one system, and up to 
12 may be called at once for confer- 
ences. Up to 12 separate private con- 
versations can be carried on simul- 
taneously. Stations are called by se- 
lector buttons. Standard features in- 
clude volume controls and extension 
stations for secretaries. Price range: 
$19.95 to $149.95. 

Federal Telephone & Radio Co., 
100 Kingsland Rd., Clifton, N. J]. 
Federal Telephone offers Dial Inter- 
com Systems of the type using an 
automatic central switchboard. Tele- 
phones of wall and desk types are 
available, as are receiving loudspeak- 
ers. As many as 1,000 stations can be 
interconnected in one system. Stations 
may be called by dialing, by using 
selector buttons, or by voice paging, 
as appropriate. Conference calls may 
be made, as well as simultaneous pri- 
vate conversations. Standard features 
include dial tone, busy signal, auto- 
matic ringing, and lock-out of incom- 
ing calls. Optionally available are 
extension stations for secretaries, ex- 
ecutive right-of-way, public address 
system cut-in, adaptability for use with 
dictating facilities, volume controls, 
code call paging, credit authorization 
facilities, connections with mobile 
radio equipment, and emergency 
alarms. 

Feiler Engineering & Mfg. Co., 
8026 N. Monticello Ave., Skokie, Ill. 
Feiler’s Port-A-Phone equipment is 
of the “wireless” type. The basic unit 
is a desktop cabinet, which may be 
plugged into existing light circuits as 
desired. Twenty or more units can 
be used in the same system, all of 
which can be reached simultaneously 
for conference work. Stations are 
called by voice paging (all stations 
hearing each transmission). How- 
ever, if different frequencies are used, 
only the stations on the same frequen- 
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( oOmptometer ( orporation AZ BETTER BUSINESS 


New Comptometer Custom- 
atic — World’s fastest way to 
figure . . . now faster than 
ever. Try it Free on your 
own work. Mail cqupon. 


[ ee ey 


simplicity of operation 


THE NEW 


MAGNETIC RECORDING 
om ptometer 


Ommander 


Comptometer Comptograph § Name 


te nena oe ~ 


FEATURES... 

The amazing re-usable. 
ERASE-O-MATIC belt with 
the lifetime guarantee. . 


Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation —All the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand ... with Unimatic remote control microphone. 
True Voice Reproduction — Without garble or needle 
scratch. Your secretary can transcribe twice as fast 
and right the first time. 

No other machine combines the COMMANDER'S 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 
breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 


BETTER PROOCYUCTS 


famptometer Corporation 

1742 N. Paulina St., Chicago 22, Ill. 
in Canada: Canadian Comptometer, Ltd. 
501 Yonge Street, Toronto 5, Ontario 

CO Arrange free office trial for me on: 
[] Send me literature on: 

[ Comptometer Commander 

(C Comptometer Customatic 

( Comptometer Comptograph "220M" 


“220M"’— with new multipli- . 

cation key ~ more features Firm 

than any other 10-key listing Address 

machine. Try it Free. fa a ae 


— | 
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NEXT...CARBON PAPER RIBBON 


NOW...COLUMBIA’S EXECU-TAPE 
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EXECU. TAPE 
BLACK 


So clean you can 
see through it! 


The cleanliness of Execu-Tape 
is demonstrated by this photo- 
gtaph. The transparency of 
the roll shows that the edges 
are free from the slightesc 
trace of carbon. 


Execu-Tape, Columbia’s new ribbon for all carbon ribbon using 
typewriters, has created a new standard of excellence for execu- 
tive correspondence. ca 

Typing by Execu-Tape is the closest approach to real printing 
yet achieved! Amazingly uniform, distinguished, sparkling —im- 
pressions by Execu-Tape are in a class by themselves. 

And not only does Execu-Tape produce the ultimate in execu- 
tive correspondence, but it provides the perfect original for all 
copying processes. 

Five true-hue colors: Black, Green, Blue, Red and Brown. 


EXECU-TAPE 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N. Y. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 76 


cy can hear the calls. Units are small, 
have handles, and are portable. Price: 
$89.95 for a pair of stations. 

International Business Machines 
Corp., 590 Madison Ave., New York 
22. IBM offers an Electronic Paging 
System, which is of the “wireless” 
type. A central code selector is used 
to transmit coded numerical calls. 
These are sent out automatically when 
a selector plug is inserted. Signals 
may be broadcast over a variety of 
devices, including bells, chimes, gongs, 
dome lights, and portable paging 
units. Capacities of central selectors 
range from ten to go codes. Emergen- 
cy alarms can be transmitted, as well 
as automatic or manual signals indi- 
cating work or rest periods. 


International Standard Trading 
Corp., 22 Thames St., New York 6. 
IST, which is an associate of Interna- 
tional Telephone & Telegraph Co., 
offers an extensive line of teletype- 
writer and other wire communications 
equipment and facilities. While this 
equipment is intended primarily for 
long distance communications, it may 
have certain applications to internal 
communications functions. 


Kellogg Switchboard & Supply Co., 
79 W. Monroe St., Chicago 3. Kel- 
logg’s Select-O-Phone systems employ 
dial telephones of the wall and desk 
types, but may use loudspeakers or 
cabinet-type desk units. From eight 
to 55 stations may be interconnected 
in one system. Optional features in- 
clude voice paging, adaptability for 
use with dictating facilities, and in- 
dividual area paging. Relaymatic 
systems are of the type using an auto- 
matic central switchboard. Dial tele- 
phones are used, with facilities for 
from 70 to 200 stations in one system. 
Features available include busy signal, 
public address system cut-in, exten- 
sion stations for secretaries, credit au- 
thorization facilities, executive right- 
of-way, lock-out of incoming calls, 
code call paging, emergency alarms, 
and tie-ins with time clocks, time sig- 
nals, and the opening and closing of 
doors. Another type of system, the 
6 Push Button system, is of the direct- 
wire type. Telephone-type _ stations 
are used; these are called either by 
push button or by voice paging. Loud- 
speakers can be added to the system. 

Kleinschmidt, Inc., County Line 
Rd., Deerfield, Ill. Kleinschmidt 
offers teleprinting and similar equip- 
ment which is basically intended for 
long distance communications. It has, 
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however, some internal applications. 
The line includes teleprinters, tape 
transmitters, page printers, and typing 
reperforators. From six to eight sta- 
tions may be interconnected in a sys- 
tem, and these are available for con- 
ference calls. Additional stations can 
be included by the use of relay equip- 
ment. Separate calls can also be made 
simultaneously, using appropriate ac- 
cessory switching and selecting equip- 
ment. 

L & O Research & Development 
Corp., 134 N. Wayne Ave., Wayne, 
Pa. L & O is introducing a new type 
of facsimile transmitter capable of han- 
dling continuous copy of any length. It 
is useful for transmitting copies of 
written or printed material by wire, 
and can be employed in both long dis- 
tance and internal communications. 
The company is also developing a let- 
ter-size facsimile transceiver for inter- 
office communications over ordinary 
telephone lines; the expected price per 
unit is under $1,000. 

Lamson Corp., 10 Lamson St., Syra- 
cuse 1, N. Y. Lamson’s Airtube sys- 
tems are pneumatic tube systems for 
the physical transmission of mail, 
papers, and small objects. Tubes may 
be run directly from station to sta- 
tion, or to a central station for re- 
routing. In some systems the car- 
riers may be routed automatically; 
dials on the end of the carrier are 
used to indicate the code number of 
the intended destination. The carrier 
proceeds to the destination without 
further handling; in the case of mis- 
dialing, carriers are sent to a prede- 
termined station for handling. Car- 
riers, including automatic types, are 
available in sizes of 244, 3, 4, and 4- 
by-7 inches. The company also offers 
a line of conveyor belts which can 
be used for internal communications. 

Line Electric Co., 1407 McCarter 
Highway, Newark 4, N. ]. This com- 
pany offers code call paging systems 
operating through a monitored cen- 
tral switchboard. Small cabinet-type 
units are used. Optional features in- 
clude a night call push button and 
facilities for transmitting emergency 
alarms. 

]. M. Loge, Sound Engineers, 2171 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 96. 
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thanks to XEROGRAPHY... 


A NEW DIMENSION: continuous, high-speed copying 
fast...clean...versatile ...economical 


Thousands of modern organizations 
are capitalizing today on the unique 
features of xerography—the fast, dry, 
electrostatic copying process. 

Not the least of xerography’s at- 
tributes is its ever expanding versatili- 
ty which has now evolved a dramatic 
new dimension—the continuous copy- 
ing of documents either from the 
original or from roll microfilm. 

The Copyflo® Continuous Printer 
will turn out beautifully clear, right- 
reading prints as sharp as the original 
on a continuous roll of plain, unsen- 


sitized paper at the rate of 20 feet per 
minute. 

The opaque-head model of the 
Copyflo Printer will accept original 
documents as wide as 24 inches and of 
any length, and will enlarge or reduce 
46% to 200% to a maximum width 
of 11 inches, any length. 

Microfilm models will enlarge from 
either positive or negative roll film, 
16mm or 35mm, to a maximum print 
width of 11 inches. 

A third model combines features of 
the microfilm and opaque head units. 


Here are but a few uses of the new Copyflo Continuous Printer. . . 


© Insurance Companies: policy applications, medical forms, history record. 


cards. 


© Industrial Companies: engineering drawings, letters, parts and inventory 
lists, security records, contracts, specifications. 


© Title Companies: titles, abstracts, etc. 


© Transportation Companies: waybills, correction statements, statements of 
difference, tracers, claims, ICC copies, government regulations, 


© Banks: checks, statements, facsimile signatures, reports. 
@ Commercial Reproduction Companies: A new, low-cost reproduction 


service of many applications. 


It will pay you to investigate the many advantages of 
this new continuous printer. Write for descriptive folder. 


THE HALOID COMPANY 


57-87X Haloid St., Rochester 3, N. Y. 
Branch offices in principal U. S. cities and Toronto 


HALOID 
XEROX 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 9% 49 
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KODAK PARK WORKS 


—Housounor 


DIVIDER-WALL 
multiplies office space 
and efficiency 
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AT EASTMAN 


More than 100 persons work side-by-side, yet enjoy a 
practical kind of privacy that boosts efficiency and morale 
in their busy industrial engineering division at the Kodak 
Park Works in Rochester, New York. Working in indi- 
vidual office units created with HAUSERMAN Divider-Wall, 
Kodak employees are shielded from passing distractions 
and the noise of business machines in neighboring offices. 

These low-railing partitions topped with clear glass are 
arranged to subdivide open general-office areas most 
efficiently. However, changes in departments or in routines 
at Kodak may call for a different floor plan. With easy-to- 
move Divider-Wall, a new arrangement of offices can be 
accomplished overnight without costly and messy wall 
demolition and rebuilding. Maintenance is easy, too. 
Divider-Wall never requires repainting; periodic soap- 
and-water washing keeps the lifetime, baked-enamel finish 
clean and bright. 

For more about Divider-Wall and how it can help you do 
business more efficiently, consult the Yellow Pages (under 
PARTITIONS) and call your local HAUSERMAN representative. 


MOVABLE HAUSERMAN INTERIORS 


National Lifetime Service...An Exclusive Hauserman Dividend 


THE E. F. HAUSERMAN COMPANY 
7124 Grant Avenue, Cleveland 5, Ohio 
Hauserman of Canada Ltd., Toronto, Ontario 


Please send your free full-color Divider-Wall 


booklet to: 

Name Be 
Company Title — 
Street a Ay i 
City Zone State = 
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W. Washington Blvd., Los Angeles 
18. Kwik-Kall and Kwik-Kall Junior 
equipment is of the direct-wire type. 
Available are cabinet-type desk and 
wall units, loudspeakers, and micro- 
phones. An unlimited number of sta- 
tions can be interconnected in one 
system, and from 12 to 15 can be 
hooked together for conferences. An 
unlimited number of simultaneous 
private conversations are possible. 
Stations may be called by voice pag- 
ing, selector levers, chimes, buzzers, 
or annunciators, as appropriate. 
Standard features include busy signal, 
public address system cut-in, extension 
stations for secretaries, credit author- 
ization facilities, volume controls, and 
lock-out of incoming calls when busy. 
Price range: $59.50 to 595. 

Mohawk Business Machines Corp., 
944 Halsey St., Brooklyn 33, N. Y. 
This company, which manufactures 
magnetic tape recorders, makes an 
Automatic Pager, for recording voice 
paging calls for automatic repetition 
over public address systems. The 
unit is designed to be handled by a 
switchboard operator, |§ Automatic 
Pagers are custom-built. 

Motorola, Inc., 4501 Augusta Blvd., 
Chicago 51. The Motorola Radio 
Pocket Pager uses the principles of 
radio for voice paging. The building 
in which the system is to be used is 
wired with a loop antenna. A paging 
signal and a voice message are trans- 
mitted from a switchboard, and are 
broadcast to individual radio receivers 
carried by the individuals expecting to 
receive messages. Each receiver con- 
tains a “Vibrasponder” which is 
tuned individually to receive its own 
signal. To transmit the alerting signal 
on the corresponding frequency, the 
transmitting equipment is provided 
with a “Vibra-Sender” for each re- 
ceiver. This unit may be activated 
either by dialing its number on a 
dial telephone or by using a Paging 
Selector Console. The telephone is 
then used to deliver the message. 
About 200 such units can be accom- 
modated by the transmitter. The 
signal so transmitted alerts the pagee 
that a voice message is to follow. Re- 
ceivers are pocket size and are 
equipped with a belt clip. One call 
can be sent out at a time. 

National Inter-Communicating Sys- 
tems, Inc., 1130 N. Milwaukee Ave., 
Chicago 22. The company has manu- 
factured a line of Convers-O-Call di- 
rect-line equipment, using masters 
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HERE'S 
HOW... 


Minneapolis-Honeywell 
automated its 


order-invoice system 


With six plants in one city, this Company was quick 
to recognize the need and advantages of Automated 
Data Processing to handle the mass of paper and 
clerical work required to facilitate manufacturing opera- 
tions. An ADP system now prepares electronically and 
mechanically, through the use of common-language 
media, order filling, shipping, and invoicing records; 
as well as inventory control, cost of sales, and year- 
to-date analysis records. 


The single writing of the Original Order initiates the 
procedure, simultaneously preparing not only the Order 
Form, but a comprehensive tape. The tape is used for 
automatic transmission of the Order to the Shipping 


MOORE BUSINESS FORMS (os 


° MINNEAPOLIS-HONEY WELL REGULATOR CO. coapen peraarment ® 
ny —— 
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Department, and later for preparation of the Invoice 
and a selective by-product tape to be converted to 
punched cards. 


The Shipping Department receives the Shipping Order 
over a printer-reperforator which also automatically 
punches a selective by-product tape for conversion to 
punched cards. 


The Moore man, using Moore facilities, helped the 
Company’s systems men in scientific design and con- 
struction of the following Moore Marginal Punched 
Continuous forms keyed for use in this highly auto- 
mated system: a 1-part Order Copy; a 1-part Alpha 
File Copy; a 6-part Shipping Order: and a 9-part Invoice. 


If you would like to read the details in 
this booklet, write on your Company 
letterhead to the Moore office nearest you. 


“7 


ast 


® 

NIAGARA FALLS, N.Y. DENTON, TEX. EMERYVILLE, CALIF. 

Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 

offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
SEPTEMBER 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page % 51 


Spire 


tx 


Bali ee 


a Seo. ee en || 
‘ = 
: 4 
les 
ior iB 
De. L 
: - 
r0- Fa 
ta- a “ 
ne rs 
: i 
us 
le. Ri 
ae 
° ae 
rs, * 
te. ap 
al, F 
on ¥ 
D Ed 
id . £ 
< a] ¢ a x y — 
‘e To a ; 3 
i 4 % é 
y. * <G> t Gr reaspontation Cranes Aa ek 
7. al 4 e Steg 7 “at 4 : Es j 
- - = 4 oad a a “ee re , ‘ 2 om < 
. : és *# v t ee — : 7 = * “a ha os 
an. at a & . hae al Sai oy ee x , Pe a 
ee EE eee <a % £ 8 
i | : oy “E 3 io Peeks bees nS 
| _ 9 ar eal Looe oe cs tia p 4 — 
he ee ee af we) ‘ ne 
v gi — fo. a. a ait 
i > ea $y F sare a oe ce [as 4 < : 
1c es Cr. , = Eke a? ee : Fg r 
iu este _ ae ee = 
IED aE ey “ , : : 
L, : 
io deh 
of a 
1g 
is ap? 
1g pia 
S- re 
¥ *; 
re 
TS 
to 
is ’ 
is 
mn 
; aes 
1¢ ia 
d 
e- 
d ’ 
a Si ps 1 e: 
ag Bibi i ‘ aoe 
= ae) a yee 
- He ; | 
e. ie a ; 
: Co he 
=e . es * \ | oe a 
fe , aa 
ll : 
i é 
ee 
1 
i- tt 
rs 
T 
ry eye fa) ty ; eae —_— . Se eee : a ee ae Tee —- ie Be 
bf Sts he ae SS a ce : oe. pe Se a oe: mas : a” a. eee Se . oe Jab ia 


yi 


ae 


aE, F.¢ 


New All-Electric copy maker 
_...0w at a.new low cost! 


Dry process machine gives you copies 
in 4 seconds made by electricity alone! 


All-new and All-Electric! The newly styled THERMO-FAX 
Secretary’ Copying Machine gives you copies of letters, 
statements, orders, invoices and other business data right 
when you need them. Exclusive process eliminates chemi- 
cals, negatives, liquids and fumes 
from office copying forever. You 
make copies in 4 quick seconds 
for as little as 5¢ per copy. Now 
you get all these exclusive ad- 
vantages of the only dry process 
copy maker at the new Jow cost 
of only $299*. Send coupon be- 


low for complete details today. 
*Suggested retail price 


A tThermo-Fax 


3M 7} The terms THERMO-FAX and SECRETARY are trademarks of Minnesota Mining & Mfg. Co., St. Paul 
eee © 6, Minn. General Export: 99 Park Avenue, New York 16, N.Y. In Canada: P.O. Box 757, London, Ont. 
Minnesota Mining & Manufacturing Co. 
Dept. KN-97  , St. Paul 6, Minnesota 

Send full details on the cost-cutting new THERMO-FAX “Secretary” 
Copying Machine. 
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and sub-stations of the cabinet type, 
wall stations, etc. Paging facilities, 
annunciator systems, conference facil- 
ities, etc. were available. Details of 
current products were not available 
at press time. 


North Electric Co., 553 S. Market 
St., Galion, Ohio. North offers the 
Privatel line, which includes equip- 
ment using an automatic central 
switchboard. Wall- and desk-type tele- 
phones are used, as well as cabinet- 
type wall units. The number of sta- 
tions which can be interconnected in 
one system is virtually unlimited, as 
is the number of simultaneous private 
conversations. Conference calls of up 
to six stations at once are readily ar- 
ranged. Stations are called by dialing. 
Standard features include busy signal, 
automatic ringing, dial tone, and lock- 
out of incoming calls when busy. 
Optional features include public ad- 
dress system cut-in, adaptability for 
use with dictating facilities, extension 
stations for secretaries, credit author- 
ization facilities, executive right-of- 
way, code call paging, connections 
with mobile radio equipment, emer- 
gency alarms, selective ringing on 
multi-party lines, and interconnecting 
of switchboards. The Ericofon is a 
telephone design in which the dial is 
located in the underside of the base. 
When the unit is lifted, a switch con- 
nects the unit with the line, and the 
dial is exposed for convenient dialing. 
Prices: from $320. 


Philco Corp., Tioga & C Sts. 
Philadelphia 34. Audipage equipment 
is used for voice paging by means of 
radio. The building in which it is to 
be used is wired with a loop antenna. 
Individuals expecting calls wear small 
receiving units (about the size of a 
pocket lighter) on which they receive 
messages. These units are transistor- 
ized and weigh about one ounce. 


Radio Corp. of America, Commer- 
cial Electronic Products, Camden 2, 
N. J. RCA offers two basic intercom 
lines. RCA Multi-Com equipment is 
of the direct-wire type. Stations avail- 
able include cabinet-type desk units, 
loudspeakers, and microphones. As 
many as 49 stations can be hooked 
together in one system, with up to 
12 available at one time for a confer- 
ence call. As many separate private 
conversations can be conducted at 
once as there are pairs of stations in 
the system. Stations may be called by 
voice paging, selector levers, or selec- 
tor buttons, as appropriate. Standard 
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Se vee 


PLIGHT 
vy Marble 


Elegant 
Simplicity 
for Gracious 
Office 

Living 


— 


} Here are graceful lines that 
achieve the impression of alertness 
while maintaining the air of 
dignity so necessary for today’s 
fine offices. The painstaking 

| hand finished grace of glowing 
walnut frames... the sculptured 
arms flowing smoothly into 
graceful tapered legs all give 

_ a rich warmth found only in fine 

' woods worked by proud craftsmen. 


Your office guests will like these new 
Flight chairs . . . and so will you. 
Write today for the name of 

your nearest Marble dealer 

and your copy of “‘Fine Office 
Chairs by Marble.” 


Cee 


gt 


The World’s 
Largest Selection 
of Fine 

Office Seating 


Contemporary 
Modern 
Traditional 


Designed with | 
Ageless Form and 
Enduring - 
Substance 


Marble 


CHAIR COMPANY 
Bectorad, Onio 


| be 
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features include volume controls and 
lock-out of incoming calls when busy; 
public address system cut-in is avail- 
able optionally. Price range: $117.70 
to $615.70, using master units. RCA 
Auto-Dial equipment uses an auto- 
matic central switchboard. Telephones 
of both desk and wall types may be 
used in the system, as well as loud- 
speakers. The system can accommo- 
date up to 100 stations, of which four 
may ‘be linked together at one time 
for conferences. Up to twelve separ- 
ate private conversations can be car- 
ried on at once if a 100-line board is 
employed. Stations are called by dial- 
ing. Standard features include busy 
signal, dial tone, automatic ringing, 
executive right-of-way, extension sta- 


tions for secretaries, lock-out of incom- 
ing calls when busy, code call paging, 
and emergency alarms. Optional fea- 
tures include public address system 
cut-in, collective lines, transfer facil- 
ities for use when station called does 
not answer, and loudspeaking staff 
locating systems. Price range: $400 to 
$8,270. 

The Rapids-Standard Co., Inc., 
Rapistan Bldg., Grand Rapids 2, 
Mich. This company offers the Rapi- 
stan line of conveyor belt systems, some 
of which may be used in intercommu- 
nicating applications. 

Rauland-Borg Corp., 3515 W. Addi- 
son St., Chicago 18. The Amplicall 
line is of the direct-wire type. Cabinet- 
type desk units, some equipped with 


... rub out mistakes easily... 
use Enanable Bond by neenah 


You can rub out mistakes easily on Erasable bond. It has a special 
hard top-sizing that keeps typewriting on the surface where it is 
easy to remove. There’s never a telltale sign to mar the perfect surface. 


Erasable bond has the bright, white appearance of a regular bond. 
Erasable bond keeps its good looks. Even after repeated erasings the 
surface is not damaged. (The fibers are exceptionally well beaten 
to prevent internal shear. This is a manufacturing term.) 


Please send me free samples 
of Erasable Bond developed 
by the Neenah Paper Company 


Signature 


neenah 
paper 
company 
neenah, 
wisconsin 


OM4 A Division of Kimberly-Clark Corp 


: Attach to your business letterhead and mail to: 
: meenah paper company, neenah, wis. 


See Hee HHH eee eH EEE EEE EET EES 


‘S\WCE 1873 


wena PAPERS 


handsets, are used for both transmit- ! 
ting and receiving; speakers and mi- 
crophones are also available. The 
largest units can reach up to 24 other 
stations directly, but, with additional 
facilities, the number can be increased. 
Separate private conversations can be | 
conducted up to the number of pairs 
of stations, depending on the equip- 
ment. Conference facilities are avail- 
able. Standard features include busy 
signal, volume controls, public address 
system cut-in, and extension stations 
for secretaries. Stations are called by 
voice paging and the use of selector 
buttons. Paging facilities are avail- 
able. 

Servus-Fone Div., Motiograph, Inc., 
4441 W. Lake St., Chicago 24. Servus- 
Fone equipment uses a central mon- 
itored switchboard. Individual units 
may be desk- or wall-type telephones, 
cabinet-type wall units, loudspeakers, 
and/or microphones. Up to 100 sta- 
tions may be interconnected in one 
system, and all may be hooked to- 
gether for a single conference call. 
Stations may be called by voice paging 
and selector levers. Available features 
include volume controls, lock-out of | 
incoming calls when busy, and public 
address system cut-in. 

Mark Simpson Mfg. Co., Inc., 32- 
28 49 St., Long Island City 3, N. X. 
The Masco line includes equipment of 
both the “wireless” and direct-wire 
types. Wirelessfone and Wireless-talk 
equipment is of the wireless variety, 
plugging into existing electrical cir- 
cuits. Portable cabinet-type units are 
employed. Stations are called by voice 
paging, and all stations hear all trans- 
missions. Also offered are several 
direct-wire systems, ranging from 
small two-station E-Z-Talk systems to 
Econicom and Musicom systems with 
a number of master and remote sta- 
tions. Units may be mounted on 
desks, walls, or door frames. Some 
can be mounted flush. Among the 
available features, depending on the 
system, are busy signal, public address 
system cut-in, volume controls, and 
lock-out of incoming calls when busy. 

Wm. M. Smith Co., 20 Ferguson 
Ave., Broomall, Pa. Smith’s Call/ 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 96. 
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‘taultiplying 


{his is the 


> 


add, subtract, and now— 


< . & Only Friden offers 
this NATURAL WAY to 


multiply too ! 


ae 
@ Patented Natural Way keyboard 
| rests working fingers in action 
@ Visible Check window shows each 
item before it is printed or added 


| (Friden Model ABY) @ Rapid multiplication with auto- 
| matic step-over of multiplicand 


You'll see when you touch it—Friden model ABY is far 


advanced over all other machines at or near its price! A 
complete adding-multiplying machine no office can afford e 

to be without. Plainly labeled control keys give direct az 

“live” response. Totals and sub-totals obtained instantly eps 
| with no extra strokes. Direct credit balance or minus q ei 
| total. Clear signal prints automatically. All negative cs 


amounts printed in red. Simplified ribbon and paper 
change. Ask your nearby Friden Man to show you Natural 
Way adding soon! Commercial Controls Corporation, Rochester, N. Y., Subsidiary 


brings you an automatic office 


©Friden Calculating Machine Co., Inc., San Leandro, California—sales, instruction, service throughout U.S. and world, + 


SEPTEMBER 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 96 55 


a 4 


24 Se ee ee es or a - if | eo! a. || Ata | (Cee. ee he ees | » * ae a4 : ris ie es 
said ae 
su e 
a. ; eo ot ae eT ei 
ae ‘Friden C a ia . 
bd ° : Z 4 
| “A: New. Vie 
ow " “eee in 
For Bus ite 
, ae 
> 4 2. 
bie ae a 
to ae is ae ai, 
° ES Gey? +f, ee Fim j 
haa ee, a i Teele Ey 
pe ee Ae Loy bs 
ga 3 Lge Om : es 
(Soin 4 hy y saa . 
ne Peetu f — Ul Z, ae Tihs 
weak ; yn a my ra 
nes, », = oP. Sey a) ae © nee 
- ES hs. re Z oF We i cS ML Sea a 
.ers, Sd Pa : 1a re 
one ow! ©, / aaa 
to- | YS / aa 3 
call. ——e Og ae / a * 
a y 4 i Se Peon. ‘ap 
nS Le aa |. | re = 
ares LJ ay a a aM 
of : Pa < - pele & ede. 3 ws 
lic | [ aoe ff 3 
32- & | “Ce dam tes 
y. oe 
» = Fr aff 
t of a: 
- ae 
wire Ea 
talk 
iety, 
cir- pl a 
are aes 
‘oice : 
7 gue 
‘ans- # 
eral 
rom 
s to 
with 
sta- a 
on ne; 
pres ee re : 
the 4 eo 
lress - 
and 
sy. 
uson 
vall/ 
Pe 
f 
f 
e ae 
a 
n |  . 
ee i ie —E a aa ee Hy. a *: ; 3 Ae a en w 4 at hae a ey Bis: FP on te ee 2 2 ; ze i 
. ae se Mg i r. 3 ie. ae ee a ee Tes a oe es 


Sender equipment is of the direct- 
wire type. Stations are desk- or wall- 
type cabinets, which are used for both 
sending and receiving. Depending 
on the system, from two to seven sta- 
tions can be interconnected. All of 
these may be reached simultaneously 
for conference calls. The largest sys- 
tem permits a maximum of three 
separate private simultaneous conver- 
sations, Stations are called by selector 
levers and voice paging. 
Stewart-Warner Electronics, 1300 N. 
Kostner Ave., Chicago 51. Stewart- 
Warner’s Datafax facsimile equip- 


ment, while designed primarily for 
long distance transmission, has in- 
ternal applications. The equipment 
can be used to copy written or printed 
material, reproducing duplicates in 
receivers which may be located at 
great distances away. The equipment 
is designed to transmit over standard 
telephone lines. 

Stromberg-Carlson Co., of General 
Dynamics Corp., Special Products 
Div., 1700 University Ave., Rochester 
10, N. Y. Stromberg-Carlson’s Dial-X 
telepone equipment is of the type 
using an automatic central switch- 


Here is extra assistance 
for a harried office manager 


Are you harried like this office man- 
ager? Are you still looking for a way to 
reduce complaints from management 
and employees? Here is how you can 
help keep personnel at maximum effi- 
ciency, even in crowded areas and de- 
spite increased work loads. Your office, 
like many others, will be a better place 
to work when Airkem is used to kill 
cigarette smoke odors and other causes 
of stuffy air. 

Airkem kills odors and leaves 
the air smelling clean and fresh. It 1 
is designed to give the indoor air a 
bright, fresh atmosphere that helps 


keep employees alert and efficient. 
Your office can be equipped with 
Airkem units at low cost— without in- 
convenience. The equipment is incon- 
spicuous, in fact, one unit is built into 
an ash tray. 

Airkem odor controls are installed 
and serviced regularly by trained spe- 
cialists. Units are available for use 
with or without air conditioning. 


poco op- ro ----------- 


AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 


Please send me details on Airkem equipment for 
office use. 


Name 
1 Title 
Company. 
; Address 
Specialists in Odor Control I City Zone State oM.97 
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board. The standard station is a tele- 
phone of the desk or wall type, but 
loudspeaking facitities can be provid- 
ed. From ten to 74 stations can be 
interconnected in one system, plus 
extension phones. Up to 37 separate 
private conversations can be carried 
on at once, and any station can be 
connected with others for conference 
calls. Stations are called by dialing. 
Standard features include busy signal, 
dial tone, automatic ringing, execu- 
tive right-of-way, and lock-out of in- 
coming calls when busy. Optional 
features include public address system 
cut-in, extension stations for secre- 
taries, and volume controls. Also 
available is “Magic Memory” circuit 
which permits calls to a busy station 
to be placed automatically when the 
line becomes free. Prices: from $375 
for the switchboard, plus telephones, 
wiring, installation, etc. New in the 
line is a ten-line switchboard for use 
in small offices. 


Talk-A-Phone Co., 1512 S. Pulaski 
Rd., Chicago 23. Talk-A-Phone offers 
two lines, one consisting of “wireless” 
equipment, the other of the direct- 
wire type. Cabinet-type stations are 
used, for mounting on walls or desks. 
Some have handsets attached. Wire- 
less equipment includes models with 
as many as six different channels, 
which may be selected by button con- 
trol on master stations. Each staff 
station is pre-tuned to one of the 
channels, and can be reached only on 
that channel. Thus, separate conver- 
sations can be carried on at once; any 
master selecting the channel, however, 
can join in. Conference calls among 
masters are arranged by getting all 
masters to come up on the same 
channel. Direct-wire equipment is 
available in a number of different 
models, with masters for reaching 
from two to sixty other stations, in- 
cluding masters and staff stations. 
Certain Super Chief models feature 
Automatic Voice Control, in which 
the sound of the voice actuates the 
talk-listen control so that the unit 
need not be touched. The company 
has also recently introduced an all- 
transistor intercom-radio system. 

TelAutograph Corp., 8700 Bellanca 
Ave., Los Angeles 45. TelAutograph 
describes its = intercommunicating 
method as “electronic longhand.” 
Transmitting units are provided with 
a writing surface and an “electronic 
pen” or electrified stylus. As a mes- 
sage is written with this pen, its 
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this book 

can 
revolutionize... 
and economize 
your daily 
office 
procedures! 


Just published by 
Diebold, Inc., this 
authoritative manual 
contains the complete 
transcript of the first 
symposium ever held on 
the use of Procedural Microfilming 
as an everyday office tool in 
Clerical Cost Control. 


The symposium, held at the ia 
Park Lane Hotel in New York City, Sara 2 

under the chairmanship of Jerome W. Harris, eres 
Publisher and Editor of Management Methods G Fi : > 
Magazine, was sponsored by Diebold ¥ a RA 9600 we 


and covered such subjects as: 


¢ reduction of clerical e elimination of e Motorized —. 
operations descriptive billing e Portable , 
¢ protection against bad 
checks . e uses in budget ¢ Lowest Cost 


° eee of , accounting 

shareholders records . , ‘ 
& 

® speeding tax reports pester in arom 
: > lle ' perations 

¢ increasing inter-city 
banking services e uses in field audits 

® uses of procedural ’ x 
microfilming in market © savings in the 
research educational field, etc. FLOFILM 9600—first 
microfilm camera 

specifically designed 


For your free copy of “Procedural Microfilming” clip the for “Procedural Dicrofilming. 


coupon to your business letterhead and mail today. Addi- PSSSSSSSSSSSSSSSSSSSSSSSSSeossseesesny 


tional copies are available at $1.00 per copy. 1 DIEBOLD, INC. Dept. 68 
5 ° 5 


Flofilm Division 


a ‘ Norwalk, Conn. 
, " Please send copy of “Procedural Microfilming” to: 
a 5 4 Name Title 


INCORPORATED | 
-——-Flofilm Division ¢ Norwalk, Conn. 
Sales and Service Offices in All Principal Citi 


City Zone___ State. 
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movements are analyzed and corre- 
sponding electrical signals are sent out 
by wire. At the receiving unit, the 
signals are interpreted and used to 
actuate a stylus that writes a duplicate 
of the original message. Both writing 
and receiving take place simultaneous- 
ly. Two basic types of units are used: 
transceivers, which both transmit and 
receive, and receivers, for receiving 
only. Transmitting units can be coun- 
tersunk for added convenience in 
writing. Units are interconnected by 
direct wires, with as many as 32 
being accommodated in one system. 
Up to 6 separate private transmissions 
are possible at the same time, but all 
32 stations can be interconnected for 
conference calls. Stations may be 
called by dialing or by the use of 
seector buttons, as appropriate. Op- 
tional features include busy signai, 
automatic ringing, extension stations 
for secretaries, credit authorization fa- 
cilities, and lock-out of incoming calls 
when busy. Units can be used with 
specially printed business forms (In- 
stan-Forms) for many business pur- 
poses. Prices: of transceivers, $1,350 
to $1,485; of receivers, $765 to $875. 

Telecom, Inc., 1019 Admiral Blvd., 
Kansas City 6, Mo. Telecom offers a 


line of equipment using a central 
switchboard. Most systems use auto- 
matic switchboards, but monitored 
boards may be had if required. 
Switchboards are available with ca- 
pacities to 1,000 or more stations. As 
many stations as may be required 
can be connected for conference work. 
Separate private conversations may be 
conducted simultaneously up to the 
limits of the stations available. Desk- 
and wall-type telephones are used, as 
well as cabinet-type desk and wall 
units, loudspeakers, and microphones. 
Stations are called by dialing, voice 
paging, selector levers, or selector 
buttons, as appropriate. Standard fea- 
tures include busy signal, dial tone, 
automatic ringing, and extension sta- 
tions for secretaries. Optional features 
include public address system cut-in, 
adaptability for use with dictating 
equipment, credit authorization facil- 
ities, executive right-of-way, volume 
controls, lock-out of incoming ails 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers' Inquiry Coupon on 
page 96. 


when busy, code call paging, connec- 
tions with mobile radio equipment, 
emergency alarms, and remote con- 
trol of any relay-operated device or 
system. Price range: $39.50 to $500 
per station, 

Tele-Norm Corp., 55 W. 42 St., 
New York 36. TN equipment uses 
an automatic central switchboard. 
Desk- and wall-type telephones, loud- 
speakers, and microphones may be 
used for transmitting and receiving. 
As many as ten stations can be inter- 
connected for conferences, and simul- 
taneous private conversations are pos- 
sible up to about twelve per cent of 
trunkage. Stations are called by voice 
paging, dialing, or selector buttons, 
as appropriate. Standard features in- 
clude busy signal, dial tone, and auto- 
matic ringing. Optional features in- 
clude public address system cut-in, 
adaptability for use with dictating 
equipment, extension stations for sec- 
retaries, executive right-of-way, lock- 
out of incoming calls when busy, 
code call paging, connections with 
mobile radio equipment, and emer- 
gency alarms. The Duo intercom 
system, using telephone-type stations, 
is designed for from two to six sta- 
tions. 


0 
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GREATER 
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MEMBER: WOOD OFFICE FURNITURE INSTITUTE | tm t= 


OFFICE EFFICIENCY 


LEOPOLD STREAMLINE DESK 


Functional styling makes the 
Leopold Streamline desk easier to use. 
Increases efficiency. Restful wood 
tones reduce fatigue. Leopold 
timeless quality assures longer life, 
greater return on your investment. 
See your Leopold dealer for 


complete information. 
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A point for every job... Only Ester- 


' How Ford Motor Company saves time and money 


with “the desk set you fill just twice a year” 


Cuts time-wasting refills— The Esterbrook Ink- 

omat 444 never runs dry because its base holds 40 times 

more ink than ordinary desk fountain pens...a six months 

—~ peg supply. And the capillary point fills instantly every time 
— you return it to socket . . . writes 500 words at a dip. 


No costly point repair. Ford Motor Com- 
pany’s Inkomat 444 sets are always in good order. 
Damaged points are replaced in seconds for 60¢, 
at list. The Inkomat 444 is truly the world’s most 
economical, nuisance-free desk set. 


The Inkomat’ 444 by 


brook offers a choice of 32 points, so that 
all Ford Motor Company personnel have 
pens to suit their jobs. Points are precision- 
made to last long, write easily, neatly. 


54.50 


list price 


Choose the right point for every writing job—from Esterbrook’s 32 *erRADRMARE 


 arbencepion! uc anil. ingle Sapte 
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The Teleregister Corp., 445 Fair- 
field Ave., Stamford, Conn. Tele- 
register offers specialized systems for 
the transmission and display of data. 
These are intercommunications  sys- 
tems in a limited sense. Among them 
are passenger reservations systems for 
transportation companies and equip- 
ment for the display of stock market 
information. The equipment can be 
used over long distances as well as 
internally. 

Teletype Corp., 1400 Wrightwood 
Ave., Chicago 14. The Teletype line 
is designed for long distance wire 
commifinications but may be used in 
specialized internal applications. The 
equipment consists mainly of tele- 
typewriters, teleprinters, transmitting 


and switching devices, tape punches 
and readers, and similar equipment. 

Terry-Phone, Inc., 3805 Paxton St., 
Harrisburg, Pa. Terry-Phone equip- 
ment uses direct wiring between 
stations; usually, one trunk is used 
for every fifteen phones. Telephone- 
type stations are used, each equipped 
with a loudspeaker as well as a hand- 
set. To call an individual to the 
phone, the person’s name is spoken 
through all loudspeakers in the sys- 
tem. The person calling does this by 
pressing a button on the handset and 
speaking into the mouthpiece. As 
soon as the telephone handset is 
picked up, the loudspeakers are dis- 
connected and the conversation is 
conducted privately thereafter. Up 


How to streamline 
your shipment addressing 
for speed and economy 


% 
FOO 


labels and tags 

@ The latest direct-to-carton 
stenciling systems 

@ The key to a better shipping 
operation 


e Integrated shipment addressing, 
the newest trend in office systems 


NEW BOOKLET TELLS: 


@ How to evaluate the efficiency of 
your shipment addressing operation 


e@ Modern systems for addressing 


_ a 


You can 


cut costs in your 
order-processing 


operation! 


New booklet shows how 
“integrated shipment addressing” 
speeds shipments, eliminates 
errors and saves clerical time. 

Send for your copy! 


DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
dramatic savings in clerical time 
and effort. Regardless of your 
paperwork procedure, or office 
equipment used, you can enjoy the 
benefits of integrated shipment 
addressing. 


Your free copy ts waiting 
Send for tt today! 


WEBER MARKING SYSTEMS 
Division of Weber Addressing Machine Co., Inc. 
Mount Prospect, Illinois 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 


WEBER MARKING SYSTEMS, Dept. 17-/ 
Mount Prospect, Illinois 


Please mail me a copy of “‘How to streamline your ship- 
ment addressing for speed and economy.” 

NOME. occ cccccccccncccccccccccs ce POCRIOB sc cccccee 
COMMON. oc cercsccccccccoccccocesces cccccccccvoce 
RBM ccccccceccescecces 000 eeescesecccee sens eee, 


City ..o cccccecccccccccc ccc eABe soo SMC cccccen cet 
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to 60 stations can be interconnected 
tor conference calls. Standard fea- 
tures include public address system 
cut-in, executive right-of-way, volume 
controls, and lock-out of incoming 
calls when busy. Optional features 
include extension stations for secre- 
taries, adaptability for use with dictat- 
ing equipment, connections with mo- 
bile radio equipment, and emergency 
alarms. Time signals, music, and 
radio can also be added, and a private 
executive loop can be incorporated in- 
to the system. The equipment ‘s 
rented, at rates that normally run to 
about eight or ten cents a day per 
phone. 

Times Facsimile Corp., 540 W. 58 
St., New York 19. Times Facsimile’s 
Faxwriter is not intercommuncations 
equipment in the ordinary sense, being 
intended for long distance transmis- 
sion. However, internal applications 
are possible. The equipment is of the 
facsimile type, transmitting copies of 
written, drawn, and printed material 
by wire to remote locations. Material 
can be sent to several receiving units 
at the same time, providing written 
records of all communications. 

Transelectric Mfg. Co., 53 Hope- 
well Rd., Oxford, Pa. The Fonex 
line consists of equipment of the 
direct-wire type. Available transmit- 
ting and receiving units may be wall- 
or desk-type telephones or cabinet- 
type desk units. Several hundred sta- 
tions can be interconnected in one 
system, and as many as twelve can 
be hooked together for conference 
calls. Simultaneous private conversa- 
tions are possible up to the number 
of pairs of stations in the system. 
Stations are called by selector buttons. 
Standard features include public ad- 
dress system cut-in, extension stations 
for secretaries, executive right-of-way, 
lock-out of incoming calls when busy, 
and code call paging. Optionally, the 
equipment may be connected with 
facilities for dictating. 


Vocaline Co. of America, Inc., 100 
Bristol Bldg., Old Saybrook, Conn. 
Vocaline’s line of Vocatron equir- 
ment is of the “wireless” type. The 
units are small portable stations of 
the cabinet type, plugging into exist- 
ing electrical circuts. Some models 
are designed with extra power for 
longer distances. Stations are called 
by voice paging, all units hearing 
all transmissions. Prices: $89.95 to 
$119.50 per pair of stations. 

Webster Electric Co., 1900 Clark 
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a Mission Accomplished 


When high-level decisions are made—on which the fate of whole businesses may hinge 
—accurate, up-to-the-minute figure facts on every phase of the firm’s business are vital. 
The kind Burroughs Sensimatic’s new Management Control concept faithfully provides. 


th - i So much rides on decisions made at conference tables—for businesses big and little. 
: Decisions that may involve sales trends or cost control. Production or inventory, or 
other basic internal accounting information. 


When you need such figures, you need them promptly, of course. And they must be up 
to the minute. Accurate. Comprehensive. Well organized. Worthy of your confidence. 


The Burroughs Sensimatic is geared precisely to the job. It’s built with the inherent ge: 
speed, accuracy and flexibility to keep pace with your business activities, no matter ea 
how fast-moving, and deliver the exact information you need when you need it. 


Are there areas of your business in which greater management control is imperative? 
There’s a Sensimatic solution. Just call in a Burroughs system counselor from our local 
branch office. Or write Burroughs Division, Burroughs Corporation, Detroit 32, Michigan. 


a Burroughs Sensimatic m8 IF ies 
‘Rk “Burroughs” and “Sensimatic’’"—Reg. TM's. 
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St., Racine, Wis. Webster’s Teletalk 
line includes both “wireless” and di- 
rect-line equipment. Cabinet - type 
desk and wall units are used, some of 
them equipped with accessory hand- 
sets; loudspeakers and microphones 
are available. There is no limit to 
the number of stations that can be in- 
terconnected in one system and the 
number of simultaneous private con- 
versations that are possible is limited 
only to the number of pairs of sta- 
tions. Stations are called by selector 
buttons, voice paging, light annunci- 
ators, and dialing as appropriate. 
Standard features include busy signal, 
automatic ringing, dial tone, lock-out 
of incoming calls when busy, execu- 
tive right-of-way, and volume controls. 
Code call paging, and public address 
cut-in are optional. Some units are 
transistorized. Prices: from $49.50. 
The Western Union Telegraph Co., 
60 Hudson St., New York 13. In ad- 
dition to its extensive wire transmis- 
sion facilities, Western Union offers 
Intrafax facsimile equipment for 
sending copies of written, drawn, or 
printed material by wire. New is a 
letter-size model. The equipment may 
be used for transmission over long 
distances or within a company. 


The Wheeler Insulated Wire Co., 
Inc., Div. of Sperry Rand Corp., 150 
E. Aurora St., Waterbury 20, Conn. 
Wheeler manufactures a line of tele- 
phones of the sound-powered type. 
The energy of the voice generates 
the small amounts of electric current 
required to transmit the sound, and 
neither batteries nor outside power 
sources are required. This type of 
equipment was designed originally for 
military use and for other uses under 
circumstances in which communica- 
tions might be subject to disruption 
because of damage to power sources. 
From two to about a dozen stations 
may be interconnected in one network. 
These may be called individually, but 
all stations on the net can listen in. 
Telephone-type stations of wall and 
desk types are used, with direct wire 
connections. Some systems use all 
master stations; others employ both 
masters and sub-stations, 

Wheelock Signals, Inc., Long 
Branch, N. ]. The Wheelock Code- 
Call system is a paging system using 
numerical codes. The transmitting 
unit is a desk-type cabinet on which 
codes are selected by pressing a but- 
ton. The code is then transmitted 
automatically three times to all signal- 


ing devices connected to it. These 
devices may include bells, chimes, 
horns, etc. Emergency alarms may be 
sent out in this manner, as may night 
watchmen’s calls. Units are connected 
by direct wiring. Price range: $100 to 
$600, depending on size of installa- 
tion. 


Dictating and Transcribing 
Equipment 


American Dictating Machine Co., 
Inc., 65 Madison Ave., New York 16. 
The Rex Recorder line is of the 
magnetic variety, recording on mag- 
netic disks which can be re-used thou- 
sands of times. Maximum recording 
time on a disk at one recording is ten 
minutes. Machines available include 
models for dictation only, for trans- 
cription only, or for both transcrip- 
tion and dictation. Network systems 
are offered. Existing telephone facil- 
ities can be used to create centralized 
dictating and transcribing facilities. 
Dictating units have controls on ma- 
chine and telephone (in the case of 
network units), with playback 
through loudspeaker and microphone, 
and can control receiving units re- 


Pet . ) : 


awa 


To save time 


in the office 


.. US? THE 
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DENNISON 


Say “Dennison” when you want the best in 
Addressing Labels + Mailing Labels « PRES-a-ply Labels 
Red Bordered Labels * File Folder Labels 

Mending Tape «+ Correction Stickers « Correction Tape 
Notarial Seals « Gummed Seals, Stars, Dots, 
Reinforcements, Index Tabs » Index Divider Sets 

Coin Mailing Cards + Paper Fasteners + Key Tags 
Inventory Cards « Metal Rim Tags + Shipping Tags 


S) “ 

AT YOUR STATIONER’S RVVVWVAOOYY 

MANUFACTURING COMPANY 
Framingham, Mass. 
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The coffee break is an accepted part 


of the working day—control it! 


Some employees go out for 
coffee (time lost: 4 hr. to 
1 hr.) 


Some employees send out for 
coffee (time lost: % hr. an- 
ticipating, 10 min. drinking) 


Some employees brew their 
own (ugh! a sloppy, time- 
consuming mess) 


But when you install Reudd- 
Melikian hot-coffee dispen- 
sers in strategic locations 
serving delicious Kwik-Kafé 
(it's 100% real coffee, fresh 
frozen), the coffee break takes 


only a minute or two... (if 
you have 50 $3-per-hour em- 
ployees—a very conservative 
example—the annual cash 
saving is $4920) and youelim- 
inate those three sad words: 


ie) 


eh 


profits. 


“Out for coffee.” In all com- 
petitive tests, Rudd-Melikian 
dispensers always outsell 
others—and that’s what checks 
absenteeism and its drain on 


Rudd-Melikian dispensers serving delicious Kwik-Kafé are installed and serviced by our nation- 
wide network of franchised dealers free of charge where volume warrants, and on a trial basis, 


if you wish, 


Get in touch with your local Kwik-Kafé dealer, or send direct to us for free booklet. 


! 

| 

| 

| 

| 

| 

x | 
*1i-& ---that delicious coffee | 
| 

| 

| 

' 


Rudd-Melikian, Inc. Hatboro, Pa. 


SEPTEMBER 1957 


Rudd-Melikian, Inc., Dept. 16J, Hatboro, Pa. 


Send me free booklet, “Control your coffee break.” 


Your Name. 


Firm Name. 


Addr 


Cc ity __Zone. State. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 96 
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motely. Transcribing units have foot 
pedal controls in addition to controls 
on the main unit. Playback is through 
a loudspeaker, Indexing (letter length 
and corrections) is accomplished with 
an automatic marking device which 
leaves a pencil mark on a tape. The 
tape is supplied in rolls, and is de- 
signed to tear off when a record is 
completed. Units are portable, weigh- 
ing 16 lbs. Prices: $295 for transcrib- 
ing or dictating units, $330 for com- 
bination models. 

Amplifier Corp. of America, 398 
Broadway, New York 13. This com- 
pany is primarily a manufacturer of 
magnetic tape recorders, including 
concealed models carried in brief- 
cases. Its Conference Recorder, how- 


ever, can be equipped with some 
transcription facilities so that it can 
be used for some kinds of office work. 
The equipment records on magnetic 
tape, with maximum recording times 
of one or two hours, depending on 
the equipment. Tapes can be re-used 
an indefinite number of times. In 
addition to press-to-talk and confer- 
ence microphones, the equipment can 
be supplied with a feature in which 
the sound of the voice starts and stops 
the recording unit automatically. 
Ampro Corp., 2835 N. Western 
Ave., Chicago 18. Ampro manufactures 
a line of magnetic tape recorders. 
While these are not considered stand- 
ard office equipment, some models 
have been made available with editing 


THIS 


HUNGRY 
MACHINE ge, 


EATS 
SECRETS 


eae ce r=, 


Shredmaster, Bantam-10 Devours Confidential Papers 
And Obsolete Records Right In Your —_ Office 


Are your confidential papers exposed 
to prying eyes? You, too, can have 
SHREDMASTER protection when 
disposing of confidential papers and 
obsolete records. The Bantam-10 
SHREDMASTER assures security 
for your company by turning obsolete 
records into unreadable shreds in a 
matter of seconds. Makes destruction 
of records a simple routine. Learn 
how security-minded companies, 
banks and government agencies safe- 
guard their confidential papers and 
= records with SHREDMAS- 


FREE 10-DAY TRIAL. New illustrated 
folder describes unique Bantam-10, 


| Portable, quiet, 
clean, the 
Bantam-10 is 

_ the only paper 
shredding machine 
designed 
for office use. 


Js 


ates full details about Free 10-day 
Trial. Write today for: 

Circular 41, Room 1118 
9 East 40th Street, New York 16, N.Y. 
THE SHREDMASTER CORP. 
A DIVISION OF SELF WINDING CLOCK CO., INC. 


Manufacturers also of the Clipper-14, only heavier 
duty shredding machine suitable for office use. 


. Sales and Service in all principal cities in U. $. and Canada 
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buttons and stop switches that can be 
operated by foot pedal control, making 
them suitable for transcription. Re- 
cording and playback time may run 
up to three hours, depending on ma- 
chine and tape speed. Current de- 
tails were not available at press time. 

Comptometer Corp., 1735 N. 
Paulina St., Chicago 22. (Formerly 
Felt & Tarrant Mfg. Co.) Comptom- 
eter dictation machines record on 
magnetic belts, which are indefinitely 
re-usable and which have a lifetime 
guarantee. Combination machines 
are used for both dictation and tran- 
scription. Dictating controls, placed 
on the microphone, govern dictating 
and playback. Playback is fed through 
microphone or loudspeaker. Tran- 
scribing controls are available on both 
the machine itself and through foot 
pedals. Playback may be had through 
loudspeaker or earpieces. A log pad 
is used for indexing, which is auto- 
matic. The pad also provides space 
for notations. The units are portable. 

De]ur-Amsco Corp., 45-01 Northern 
Blud., Long Island City 1, N. Y. The 
Stenorette is a combination unit used 
for both dictating and transcribing. It 
records on magnetic tape, which is 
indefinitely re-usable. Maximum re- 
cording time at one playing is 30 
minutes. Dictating controls are locat- 
ed on the machine and on the micro- 
phone. Playback is through the micro- 
phone. For transcribing, controls are 
located on the main unit, on foot 
pedals, or on a typewriter control unit 
placed on a bar at the front of the 
typewriter. Playback may be had 
through loudspeaker or _ earpieces. 
Letter length is indicated on a log 
pad. The unit weighs 11 lbs., 10 02z., 
and is portable. Prices: $179.50 for 
the machine without transcribing ac- 
cessories; $29.75 for the transcribing 
kit. 

Dictaphone Corp., 420 Lexington 
Ave., New York 17. Dictaphone offers 
Time-Master dictating and_transcrib- 
ing equipment, Telecord network 
dictation equipment (using _ tele- 
phones), and Dictet portable tape re- 
corders. ‘Time-Master and Telecord 
equipment records on plastic belts, 
designed for a single use and having 
a recording capacity of 15 or 30 min- 
utes. Dictating controls are located on 
microphone or telephone handset, as 
appropriate. Playback may be directed 
through microphone or loudspeaker. 
The dictating unit has control of re- 
mote receivers, when remote units are 


OFFICE MANAGEMENT 


yan g mes aa A ae = ¥S aa me * ie! +. ene} . - 
Py ee ; 
Rai. 
' 
7 ‘ 
ee } - 
_ 
aes a. Se 
ba : 
Test em | & 
Sets 2 ee . 
ee ‘ 
aia 
ee 
eS 
Keay | 
o, . , | | 
a yy) | | 7 
od : Bi: j . MI PO 
: 3 z eS 4 . 3 ‘ 
% = ‘ a = Fe } 
ey s sf es r 1 d ’ y. p . . : 
ee et Lf ») a , | 
i SS 2 i i v4 17% i 4 zg 
a LOAN | We , 
EY ead J Me & oul | as a. P 
P 7 = . nf yi " he ‘ hk J 2s 
pee at f 3 Q + eg, ff , e 
opines. 4 4 nay - , g ‘ 
- DARIN, byl 
ay 
rs = 
er 
Seer 
pe | 
Ree " - “i f 
t 
Wabeasiis < i 
stele wes ’ 
iets ; Se be : 
‘ 4 : =, | 
ite £ —" . 
by %) 5 
2 ie pd cs | ! 
a i 7. he . , 
? ‘ 
sie 
2 ar 
= se | 
ee: PS eee 
f hale - 
eet ee ee | 
ue Pr ; ; 
Bei prin es i 3) Seal . ties: 3 i. 2 . ann 
ee yin Trae } = an, ir i‘ 2p , i. eee ae ll 
Esa f= Pas -~ tk, ~ a he a Ms - * a ve . eel . ie = 2 ‘ 4 ai , SS a Ne ahs = a a * <r " . oe a 7 a 


*-BRITE 
Lighting Firtures 


“Caltonal Accounting Machines save us 100% 


each year on our investment!” 


“Because of our rapid growth as leaders in the 
fluorescent industry, our accounting depart- 
ment must maintain peak efficiency. That's why 
we are so well pleased with National Account- 
ing Machines. 

“Our Nationals save us valuable time in pay- 
roll, accounts payable, and other accounting 
work, and also increase operator efficiency, 
enabling them to do more work with less effort. 


“National's versatility permits easy shifting 


from one job to another. Also the many auto- 
matic features incorporated in these machines 
cut operator training time, as well as operat- 
ing time. 

“Nationals save us their entire cost every 
year—a return of 100% annually on our invest- 
ment.” 


e ’ 


President, Day-Brite Lighting, Inc. 


THE NATIONAL CASH REGISTER COMPANY, parton 9, on10 
989 OFFICES IN 94 COUNTRIES 


SEPTEMBER 1957 


—DAY-BRITE LIGHTING, INC., St. Louis, Mo. 


In your business, too, National 
machines will pay for themselves 
with the money they save, then con- 
tinue savings as annual profit. Your 
nearby National man will gladly 
show how much you can save — and 


why your operators FR 


Walional 


E 


will be happier. 
#TRADE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 


For More Information From Advertisers Use Readers' Inquiry Coupon on Page % 
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As the 
office — 
boom > 

goes... 


OM’S editorial service sparks 
dramatic circulation growth: 


27,000 


NET PAID 
With the Sept., 1957 issue 
26,000 — 


*Subject to ABC Audit 


20,332 73000» 
14053 pees GE 


MAY,1954 MAY,1955 MAY,1956 MAY,1957 SEPT.,1957 


OFFICE MANAGEMENT maintains its 
pace as the fastest growing publication for 
Management Executives with the largest 
ABC paid circulation by far, in the big office 
market . . . through sheer editorial value! 


For instance, it has long ago seized the 
initiative and is the spearhead for Automa- 
tion in the office; is always first with the 
practical “know-how” on office systems, 
personnel, office layout, product news, Tools 
of the Office. It sponsors the “Office of the 
Year” Awards. 


A WORD TO ADVERTISERS 


During the past three years—1953 through 
1956, OFFICE MANAGEMENT has 
steadily grown in annual advertising dollar 
volume (151%) and in number of adver- 
tisers (57% ). This is an indication of OM's 
ability to deliver top dollar-for-dollar selling 
and promotional value. Practically every 
important “‘name’’ product can now be 
found in OM’s advertising pages. 


In preparing your O.M. schedule, be sure 
to include the Office Management YEAR- 
BOOK for your catalog and reference 
sheets. It's a separate 13th issue, standard 
size—the only annual review and directory 
of the office market. 


OFFICE 
MANAGEMENT 


The Magazine for 
M t E tives 


212 Fifth Avenue 
New York 10, N. Y. 


Geyer-McAllister Publications 
Publishers since 1877 


@ @ 
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employed; this type of control is avail- 
able on network equipment and on ex- 
ecutive models in which the executive 
has only the microphone on his desk, 
with the main unit on the desk of his 
secretary. Transcribing units have 
foot pedal controls, adjustable play- 
back speed, and playback through 
loudspeaker or earpieces. Machines 
are offered for dictating only, tran- 
scribing only, or both. The units are 
portable. End-of-letter indications, 
corrections, and other notations are 
made on log cards. Network systems 
can use existing telephone facilities; 
in some cases, special wiring may be 
required. The Dictet is a magnetic 
tape recorder weighing 2 lbs., 11 oz. 
Maximum recording time at one run 
is one hour, but the tape may be re- 
used indefinitely. The unit is transis- 
torized and has printed circuits; it 1s 
battery powered. Tape is carried in 
magazines which may be transcribed 
on the new Dictet Typer. 


Thomas A. Edison Industries, Me- 
Graw-Edison Co., West Orange, N. ]. 
Edison’s Voicewriter dictating and 
transcribing equipment and Televoice 
network dictating equipment records 
on plastic disks which have a capacity 
of 20 minutes of recording on a side. 
The disks can be re-used eight times. 
The line includes units for dictating 
only, transcribing only, or for both. 
The new All-Purpose Voicewriter, 
Model TVC-1, is designed as a basic 
unit to which a variety of accessories 
can be fitted; it may be used, depend- 
ing on the accessories, for individual 
dictating, secretarial transcribing, or 
remote-controlled dictation. | When 
controlled remotely it may be oper- 
ated through inter-office dial tele- 
phones or through Edison dictating 
phones. Standard features of dictating 
machines include controls on the ma- 
chine, or, as appropriate, on the tele- 
phone unit. Microphone controls are 
also available. Playback may be had 
through loudspeaker or microphone. 
Transcribing units are fitted with foot 
pedal controls and controls on the 
machine. Also available is Typease 
control unit, which is fitted onto the 
typewriter. Playback speed is adjust- 
able, and playback may be directed 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 96. 


through loudspeaker, handset of dic. 
tator’s phone, Televoice secretary's 
phone, or “3-D” listening device. Cor- 
rection and end-of-letter marks are | 
cut automatically in index slips in re- 
sponse to pressure on buttons on mi- 
crophone or Televoice phone, or to 
numbers dialed on dial dictating sys- 
tems. Units weigh twelve pounds and 
are portable. Prices: from $350. 
The Gray Mfg. Co., 16 Arbor St, 
Hartford 1, Conn. Gray’s Audograph 
dictating and transcribing equipment 
and PhonAudograph network dictat- , 
ing equipment records on plastic disks, 
The disks are available in capacities 
of 20, 30, or 60 minutes of continuous 
recording. After use they may be 
resurfaced and used up to 50 times, 
Machines are offered for dictating 
only, for transcribing only, or for 
both. Standard features of dictating 
machines include controls on micro 
phone (on telephone of network 
equipment), playback through loud- 
speaker and microphone, and, in the 
case of network equipment, complete 
remote control of receiving unit. Con- 
trols on the machine itself are optional. 
Transcribing units are equipped with 


ees 


How To Get Things Done 


Better And Faster 


Boardmaster Visual Control 


yy Gives Graphic Picture — Saves Time, 
Saves Money, Prevents Errors 

yy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

sv Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 150,000 in Use 


Full price $495° with cards 
FREE 24-PAGE BOOKLET NO. G-500 

Without Obligation 

Write for Your Copy Today 

GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 
OFFICE MANAGEMENT 
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ELEVATOR FILES 


z & 


EXCEL IN TIME AND SPACE SAVINGS 
FOR LARGE VOLUME RECORDS 


NOW... all kinds of records controlling activities of 
money, people and things can be handled better and 
faster at lower cost with Diebold Super Elevator 


Files. Motorized for instantaneous push-button oe ] iia 
response, they: Ample knee-room for operator is ‘provided by , 
P : contoured profile. i 

e Deliver any record to operators’ finger-tips is es ss stata 


within average of 3-seconds. Rie. 
e Eliminate major causes of operator fatigue. , | 


e@ Reduce absenteeism. 


e Improve employee morale. 


| e@ Save up to 50% in time and space. | 


Time, 
. Super Elevator File models are designed to suit indi- 


fe on vidual requirements. For complete information . ‘ 
including case histories showing initial investment 
tory, write-offs in 5 to 18 months . . . write today. Diebold, : | 
Incorporated, 980 Mulberry Road, S. E., Canton 2, Ohio. 


aie Easily closed and locked for ofter-hour security. 


7-500 | | | 
DIEBOLD Methods - Protection - Storage of Records and Cash owe 
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how to use 


If you’re concerned with rising 
costs for the cleaning and main- 
tenance of your building, the 
answer to your problem may lie 

in the use of measured work tech- 
niques—long used in industry but just getting started 
in building cleaning and maintenance operations. 

This booklet contains information that will help you 
determine the amount of improvement you might expect 
in your cleaning and maintenance operations, together 
with suggestions designed to help you obtain maximum 
efficiency from existing manpower and equipment. 


Mail coupon today for FREE handbook 


de 
of the Nation's Leo 
with tre Avstatance of One of aLosn 


FREE HANDBOOK 


Prepared by ADVANCE FLU } 


Le 


nc 
Compliments of your ADVA 


This booklet contains 
_ information that will 


help you... 
@ REDUCE 
LABOR COSTS 
_ @ IMPROVE 
| WORK QUALITY 
_ @ EVEN UP 
JCHNIG = WORK LOAD 
j ans information that i ill help you - - \ @ ELIMINATE 
Tee igh enen® UNNECESSARY WORK 
* naoues te ORK Quatity Gg WORKERS ; 
«Cavan WORK COP Se amy WORK _@ CHECK PERFORMANCE 
omtiminare © oor MACHINE COMPANY 


ugcomman’. _ AGAINST STANDARDS 
cL STROM yer waitin 


Measured Work Techniques 
to reduce cleaning costs 


For Floor Cleaning Jobs 
you can’t beat this 


PERFORMANCE PAIR 


A machine for every 
job — every budget. 


ADVANCE FLOOR MACHINE CO. 
4102 AD Washington Ave. N., Minneapolis 12, Minn. 


|_| Send Measured Work Handbook. 
|_| Send literature on Advance vacs and floor machines. We main- 
tain square feet of floor space. 


Name 
Company 
Address 


f---- o-oo 


- As low as $159.00. 
Brush sizes 12” to 24”, 


ADVANCE 
Floor Machines 


ADVANCE 
Hydro-Jet 
Wet or dry vac y, 


Versatile, super- 
powered for fast, 
high-volume pick-up. 
Available in six sizes, 


ADVANCE FLOOR MACHINE CO. 
4102AD Washington Ave. No. 
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foot pedal controls, adjustable play- 
back speed, and playback through 
earpieces. Speaker for playback is 
optional. Letter length and correc- 
tions are recorded as die cut perfora- 
tions on an index slip. These perfora- 
tions show as illuminated red and 
green indications when the slip is 
placed on the transcribing machine. 
Machines weigh 13 lbs., 3 oz. and are 
portable. Network equipment can be 
used with existing telephone facilities. 
When PBX facilities are available spe- 
cial rewiring is not required. Price 
range: $356.02 to $1,285. 

Infra Electronic Corp., 47 Factory 
Place, Cedar Grove, N. ]. Infra’s line 
of dictating and transcribing equip- 
ment uses plastic disks which can be 
resurfaced and used again. Disks pro- 
vide 7% or 15 minutes of recording 
time per side, depending on size; 
used on one machine with a speed 
of 16 2/3 r.p.m., a capacity of 30 
minutes per side is possible. Machines 
are available for dictating only, tran- 
scribing only, and for both. Dictating 
controls are located on the machine 
itself and on the microphone, and 
playback may be had through either 
the loudspeaker or the microphone. 
Optional features include remote con- 
trol of the receiving unit and tele- 
phone handset controls. Conference 
microphone is available. Transcribing 
units are equipped with controls on 
the main unit and on foot pedals, ad- 
justable playback speed, and playback 
facilities through earpieces. Loud- 
speaker playback is optionally avail- 
able. The recording disks have an 
indexing system located in the center 
of the disk. The machines weigh 
84 lbs. and are portable. Transcrib- 
ing machines have tilted turntable, 
providing a convenient view of the 
disk and its center index. 

Magnedisk Dictating Co., 52 E. 
Brink St., Crystal Lake, Ill. While 
current information was not available 
at press time, this company has of- 
fered equipment recording on mag- 
netic disks. The disks could be re- 
used an indefinite number of times. 
Machines were equipped with controls 
on the microphone, which could be 
used to operate equipment remotely, 
to permit establishment of network 
dictation facilities or dictation from an 
executive’s desk to a machine on the 
secretary's desk. Such systems incorpo- 
rated two-way  intercommunications 
between dictating and recording sta- 
tions. 
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Magnetic Recording Industries, 11 | 
E. 16 St., New York 3. Voice-Master 
equipment records on magnetic disks 
which can be re-used indefinitely. 
Maximum recording time on a disk | 
is 20 minutes. Available are machines | 
for dictation only, for transcribing | 
only, and for both. Network equip- 
ment is included. Dictating units 
have controls on microphone and | 
playback through microphone. Op- 
tionally, playback may be had through 
loudspeaker, and, if connected for 
network use, control of receiving unit 
is handled remotely. Transcribing | 
units have foot pedals and playback 
through earpieces. Optional features 
include adjustable playback speed and 
playback through loudspeaker. All 
units are portable, weighing 9g lbs. 
each, and are provided with carrying 
cases as standard equipment. Indexing | 
is accomplished directly on the disk. 
Price range: $195 to $295. The new 
Magneticon-Editor is a dual-turntable 
unit for use in editing and making 
additions to material previously dic- 
tated; it is designed particularly for 
corrections of legal or technical drafts. | 

Miles Reproducer Co., Inc., 812 
Broadway, New York 3. Walkie- 
Recordall equipment records on plas- 
tic belts of unusually large capacity. 
A single belt can accept up to four 
hours of recording on a side, and may 
be reversed to take four hours more. 
Belts are not re-usable. Offered are 
machines for transcription only, and 
for both dictating and transcribing. 
Dictating controls are on the machine 
itself, with playback through loud- 
speaker. Optionally, receiving units 
can be controlled remotely. Transcrib- 
ing units have controls on the ma- 
chine, with foot pedals optional. Play- 
back is normally through either a 
built-in or an external loudspeaker; 


earpieces are available. Playback 
speed is adjustable. Units are port- 
able, being designed to be carried in 
the hand or slung from a shoulder 
strap. They are self-contained and 
self-powered. The Conference Re- 
corder is designed to record voices 
within a 60-ft. radius. It may be op- 
erated inside a closed briefcase. Avail- 
able is a feature by which the start- 
stop mechanism is activated automat- 
ically at the sound of the voice. A 
Groove-finder is used to locate materi- 
al on the belt. 

Mohawk Business Machines Corp., 
944 Halsey St., Brooklyn 33, N. Y. 
The Mohawk Midgetape is a minia- 


APER CO* 
prownviLll Fay, 


prownvsthes 


centienen* 


: 
+ that you are 
r for o 


ksest an 
neet for our 
bid samples 


— 


If your carbon copies look like the one 
on the right, you'll appreciate a change to 


SEA FOAL 
BOWL 


Sea Foam gives the maximum legible 
carbon copies—good reason why it's 
America's favorite lightweight paper. 
You'll find too, that Sea Foam Bond 


7. Lies flat — for ease in handling ‘ 


2. Files easily — takes up less 3 
space in files a 


3. Erases neatly 


Your office staff will like SEA FOAM 
BOND. Next time you order SECOND 
SHEETS, ask your supplier for it by name. 
It's watermarked, so — 

you know you're 
getting the best. 


Write on your 
letterhead for 
samples 

Dept. O-9 
Brownville Paper Co. 
Brownville, New York 
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_ CURVE-LINE TAPES 


A boon to chart and graph makers, 
engineers, draftsmen, layout men, 
methods men . . . anyone who has 
occasion to “draw” broken, dotted 
or solid lines . . . these new 1/16” 
and 1/32” Chart-Pak Curve-Line 
Tapes can save hours of drudgery. 


De i we — oS ee a es a a 
(1 16” Curve-Line) 


Precision printed, precision slit, pres- 
sure-sensitive, Curve-Line Tapes are 
easily applied either freehand or 
with the new Chart-Pak “Tape-Pen” 
(shown above) — make straight lines, 
curves, angles, smoothly and accu- 
rately. Correct instantly simply by 
removing and replacing tapes. The 
charts can then be reproduced by 
any standard method. 


(1, 32” Curve-Line) 


Available in 8 styles, 14 colors, 
Curve-Line is the newest addition to 
the Chart-Pak Line of pressure- 
sensitive tapes — which incorporates 
hundreds of patterns and combina- 
tions. Templates for plant and office 
equipment layout, Pictograph, flow- 
chart and other symbols, point-sized 
newspaper borders, and plastic 
workboards also available. 


© Facilities for special printing, precision 
slitting, of special patterns, templates 
and symbols to your order. 


pare gat name of 
. stributor nearest you, 
Information mailthe 


coupon below. 


Tcuart-PAK. Inc. 


HART-PAK, INC. 
1129 River Road, Leeds, Mass. 


i Please send information about Chart-Pak. 


Name 


_ ae 


_ MTT = ae : es : 
f address aden isle e-iolasththtes coat 


City a. 


This coupon border made wi.h Curve-Liae Tap 


ha es cee ce ee ae es os oe oe 
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ture tape recorder tor  in-the-field 
dictating and recording. The mag- 
netic tape on which it records can be 
re-used indefinitely. It has a maxi- 
mum recording time of 1% hours on 
one run. The tape is carried in a 
cartridge. Controls are located on 
both microphone and machine, and 
playback may be had through micro. 
phone, loudspeaker, or (when tran- 
scribing) through earpieces. A time 
index scale is provided. The new, 
transistorized, Midgetape Chief, being 
introduced this month, weighs 2 Ibs., 
14’ oz., and measures 1% by 8% 
in. Price range: $250 to $270, ap- 
proximately. 

Olkon Research Corp. of America, 
Vanguard Business Machines Div., 
150 Sylvan Ave., Englewood Cliffs, 
N. J]. Vanguard equipment employs 
magnetic paper as the recording me 
dium. The paper is placed around s 
rotating cylinder on the machine, and 
since two sheets can be so placed at 
once, it is possible to make duplicate 
recordings simultaneously. Maximum 
continuous recording time is about 
ten minutes, but the paper can be 
re-used indefinitely. Machines are 
offered for dictating and transcribing, 
or for transcribing only. Units can be 
used in networks. Dictating controls 
are on the microphone, or, if desired, 
dictating can be controlled from the 
machine itself. Recording units can 
be controlled remotely. Playback is 
available through microphone or loud- 
speaker. Transcribing units permit 
location of controls on foot pedals or 
on a typewriter unit, as well as on 
the machine itself. Playback is 
through earpieces. Indexing is accom- 
plished on an index strip by means of 
a marker. 

Pacific Instruments Corp., 7046 
Hollywood Blvd., Los Angeles 28. 
The Stenocord line records on mag- 
netic belts having a maximum contin- 
uous recording time of twelve min- 
utes, but which are capable of indet- 
nite re-use. Two combination dictat- 
ing and transcribing machines and 
one transcribing unit are offered. 
Dictating controls are on the micro- 
phone, with playback through the mi- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 96. 


crophone and optionally through 4a 
loudspeaker, Transcribing controls are 
located on foot pedals. Playback 1s 
normally through earpieces, but loud 
speaker playback is available option 
ally. The machines weigh nine 
pounds and are portable. They meas 
ure 11% by 9 by 3% in. Price range: 
$240 to $264.50. 

Peirce Dictation Systems, 5yoo N. 
Northwest Highway, Chicago 31. 
Peirce equipment records on magnet- 
ic belts which can be re-used indefinite- 
ly. Maximum recording time on . 
belt for one continuous recording is 
15 minutes. Machines available in- 
clude models for dictating only, for 
transcribing only, and for both. Some 
equipment can be used in network 
systems; in some cases, existing tele- 
phone facilities can be utilized. One 
recent battery-powered model is port- 
able and designed for in-the-field re- 
cording. Dictating controls are found 
on the microphone, or, in the case of 
network machines, on the telephone, 
giving complete control of remote 
units. Playback is normally through 
the microphone or loudspeaker. Tran- 
scribing units have foot pedal controls, 
adjustable playback speed, and _play- 


‘jE aa 


my work-day’s a 
pleasure with the 


new G/W Jineket 


posture chair 


Scientifically designed for maximum com- 
fort and freedom, the new G/W Fines Rest 
aluminum posture chair is a must in every 
office. No-sag springs, foam rubber seat, and 
five adjustments are just a few of the fea- 
tures that will let her work in complete 
comfort. See your G/W dealer or write 
today Dept. A-G9. | 
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Cincinnati ’ 2, Ohio 
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New 
Simpla-Key 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 
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New 


Victor’s completely automatic 
printing calculator with the 


impla-Key 


Lets you automatically 
multiply, add, subtract 


or divide with a flick of One Key! 


Imagine! Now anyone can multiply or divide, add or subtract with 
the Victor Calculator . . . all automatically. No complicated rules 
to learn, no mental calculations, no special training needed. Just 
flick the Simpla-Key . . . enter your figures on the single keyboard 
as you would write them . . . and the machine does the rest. It’s 
almost unbelievable! 


Automatic Constant multiplication and division. Total transfer and 
automatic totaling. All problems, with true symbols, printed clearly 
and simply on tape just as you would write them. See this unique 
Victor Calculator today. It’s easy to buy —convenient terms. Look 
under ‘‘V”’ for Victor in the adding machine section of the Yellow 
Pages, or mail coupon. 


You can buy this Victor 
Automatic Calculator for 
less than $6.50 per week 


BBE 


VICTOR ‘rts’ CALCULATOR 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS onl od 


Fae “oan 
Victor-McCaskey, Ltd., Galt, Ontario Yellow Pages 


x 


. 


irr 


7 


— 


x 
~-—- — — — — 


q Victor Adding Machine Co., Dept. OM-957 | 


Chicago 18, Illinois 


| Send me complete new brochure on Victor Auto- | 
| matic Calculator. 


| Name ats | 
Company Name__ - | 
l | 
| Address aca 
City Zene__ Srate_.__ | 
dnaameen eal 
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SAFE TRAVEL 


Zuclt-In POCKET 


carries 1.D.P. Tape 


a. as part of your 
_ LITHOSTRIP 
on” LITHOSET 


POCKET FORM. 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS... on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. ~~ fined 


500 BITTNER ST ST. LOUIS 15. MO 


back through earpieces. Holes punched 
in index slip indicate length of letters, 
etc.; this indication can be punched 
remotely on network equipment. Port- 
able units weigh 414 Ibs. and measure 
2 by 8 by 6 in. Belts used on portable 
units can be transcribed on standard 
office machines. Price range: $320 to 
$394. Also offered is a continuous re- 
cording system employing two combi- 
nation units with a control unit that 
stops one machine at the end of a belt 
and automatically starts the second; the 
belt is changed while the second is 
operating, permitting continuous re- 
cording of extended material such as 
conferences and speeches. 


Pentron Corp., 777 S. Tripp Ave., 
Chicago 24. Pentron offers a line of 
magnetic tape recorders, some of 
which are equipped with transcrip- 


tion facilities to adapt them for office 


work. Current details were not avail- 
able at press time. 


Scribe Sales Co. of Chicago, 5022 
W. Madison St., Chicago. While in- 
formation on current products was 
not available at press time, Scribe has 
manufactured a line of equipment re- 
cording on magnetic tape. The tape 
can be re-used indefinitely. As an 
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| : ..- take a memo! 
‘Change to Dixie Cups! It'll stop the splashing water.’ 


“Little things”, like Dixie Cups at the water cooler, go a long way in 
building morale. Famous Dixie Cups cost no more than ordinary 
brands. And even your employees know that... 


not all paper cups are DIXIE» CUPS...just the best ones! 
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aid to rapid loading and changing of 
tape, the tape is carried in magazines 
somewhat like the magazines used in 
certain types of motion picture cam- 
eras. Maximum continuous recording 
time is either 30 minutes or one hour, 
depending on the application. The line 
includes machines for dictating only, 
for transcribing only, and for both. 
Dictating controls are located on the 
microphone. 


The SoundScriber Corp., 146 Mun- 
son St., New Haven 4, Conn. Sound- 
Scriber equipment records on_ plastic 
disks. Maximum recording times on 
disks, depending on the size of the 
disk, are 8, 15, and 30 minutes. Mod- 
els obtainable include machines for 
dictating only, for transcribing only, 
and for both. Some equipment can be 
used in network systems. Dictating 
controls are located on both the ma- 
chine and the microphone, or, in the 
case of network equipment, on the 
telephone. Playback is normally 
through the microphone, but is avail- 
able optionally through the loud- 
speaker. In network systems, the 
dictating units have complete control 
of the receiving unit. Transcribing 
units have controls both on the ma- 
chine and on foot pedal units. Play- 
back speed is adjustable. Playback ‘s 
normally through earpieces, but may 
be had through a loudspeaker. Let- 
ter length indications, corrections, 
etc., are made directly on the disk. 
Existing telephone facilities may be 
utilized in setting up network  sys- 
tems. The line includes the Sound- 
Scriber “200,” a six-pound unit de- 
signed for portability. The machine 
is self-contained. Disks prepared on 
it may be transcribed on standard 
office units. The equipment records 
at a speed of 33 1/3 r.p.m., and the 
disks may be played back on standard 
home phonographs. Price range: $275 
to $550. 

Vanguard Business Machines. SEE: 
Olkon Research Corp. of America. 


Communications— 
(From page 33) 


not, of course, be announced before 
they had been worked out. But a gen- 
eral announcement that a new plan 
was being prepared, and an outline of 
the major provisions that would be in- 
corporated in it was published in the 
company magazine, going to every 
employee. Thus, wild rumors were 
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How to get anew outlook on work 


Seeeeecvcccccccccccccccooooscesssoneeseseeseneeee ees eseeeeeeeeeeeeeeeeeee ees seseseeeeeeeeeeeeeee inside this “Clutter- Proof” desk. 


and drawer hodgepodge 


This ingenious desk eliminates top clutter 


There are off-the-desk trays for 
incoming, outgoing and pending 
letters. Off-the-desk space for 


POOH OEE H EE EE SESE SEE EEH OSES EEEES EEE H SEES SES EE ESE OES eeee 


It’s remarkable how a clear desk top and orderly 
desk drawer interiors can give office people a fresh, 
new outlook on work. That’s exactly what a Shaw- 
Walker “Clutter-Proof’’ Desk does. 

The rewards are great — better work, faster, easier 
—and working space on desk top is nearly doubled. 

How’s it done? Fully 75% of the things that drift 
around on tops of other desks have a specific place 


“Built Like a 
Skyscraper” 


SGHAW-WALKER 


work-organizers, work-separators, 

deferred projects, tickler, binders, 
books, pads, forms, card lists. And—imagine this 
—there’s even an in-drawer wastebasket and pro- 
vision for in-drawer phone. 

This Shaw-Walker “Clutter-Proof’”’ Desk has an 
unparalleled record for work efficiency and space 
economy in offices of every size. See it at our local 
dealer or branch store or write for ‘““Facts Folder” 
Shaw-Walker, Muskegon 65, Michigan. 


Largest Exclusive Makers of Office Equipment 
Muskegon 65, Mich. Representatives Everywhere 
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Everything is in the drawers—letter trays, phone, wastebasket, etc. 
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& DOCTOR-LAWYER-ACCOUNTANT-CHIEF ? a 


NO FILE TOO SPECIALIZED 


FOR Smith 
PROJECTING 
SIGNALS 


@Can be printed to order for any business 
or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@ Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 

e@ Available in 4" to 2" widths. Stocked in 
choice of 12 plain colors or printed 
alphabets, states, days of the week, 
months, and numbers. 

See your office supply dealer or write 


CHARLES C, SMITH, INC. 


For more than $0 years, a complete line 
of time-saving signals and indexes 


scotched before they had a chance. Em- 
ployees knew definitely that a new 
plan was in the works, and knew in 
general terms what would be provided 
under the new coverage. 

When the plan was completed and 
approved by the State Insurance De- 
partment, a letter was sent to all em- 
ployees in the New York office, and 
a telegram to all personnel in the field, 
stating the fact, and giving the major 
provisions of the new program. This 
was followed by a presentation of the 
plan in detail to all supervisory per- 
sonnel. At these meetings, all present 
were free to ask any question about 
the new plan, its details, and how it 
would work that occurred to them. 
The key people in terms of employee 
communications, in other words, were 
given the fullest possible information 
in what is still regarded as the most 
effective communications medium — 
face-to-face presentation. 

Following this, the supervisory group 
appointed representatives to enroll em- 
ployees in the new plan, and these 
representatives were sent to intensive 
training sessions in provisions, de- 
tails and coverage of the new pro- 
gram. Following this, a second letter 
was sent to all employees, informing 
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them how they might sign up for the | 


plan, and whom they could see to ) 


learn more about it. A comprehensive 
handbook including typical examples 
of situations covered, was also dis. 
tributed to all employees. Department 
bulletin boards carried announcements. 
The whole project was wrapped up 
by a complete article in the company 
house magazine. 


Good ications achieved 


Thus, the major objectives of a good 
communications program were achiev 
ed in informing employees of this 
major change affecting them. Rumors 
were stopped by giving the employees 
information as complete as possible 
while the plan was still being devel- 
oped. When the plan was ready to go 
into effect, employees were notified of 
that fact as quickly as possible. Then 
their supervisors and the representa. 
tives who would enroll them in 
the plan were given intensive training 
in all the pertinent details of the plan, 
with full opportunity to ask every 
question that occurred to them, so that 
employees were then able to get ac- 
curate detailed information on any 
questions that occurred to them from 
designated people in their own depart 
ments, 

Why is it so important that every 
available method of communication be 
used in instances where a message is 
of vital concern to all employees? 

An employee could be out sick the 
day the supervisor explains a new 
company project. Or he could be in 
attentive. An employee could pick up 
any memorandum that came to his 
desk, note that it was for general dis 
tribution to everyone in the company. 
and immediately throw it in the waste 
basket. An employee could consis- 
tently pass up the bulletin board. The 
ideal employee of course would not do 
any of these things—but every office 
has numbers who do, and every real 
istic office will acknowledge the fact. 

Therefore, if the message is impor 
tant enough, you give the employee 
maximum exposure to it. You use 
every medium you have—the super- 
visor’s talk, the bulletin board, the 
personal memorandum, the outline in 
the company magazine, the table flier. 
and perhaps even a booklet expanding 
on the original memorandum, and giv- 
ing specific examples of how the de- 
tails of the program will work. This 
is always a more concrete and tangible 
way of making a message clear than 
a simple statement of the details alone. 
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END DECIMAL- POINT ERRORS 


with Marchants new ~ 


Touch one key one time— and DECI*MAGIC 
sets all your decimals automatically in the key- 
board andall dials, guaranteeing you correct dec- 
imals throughout the problem and in the answer. 

This positive protection, plus many other ex- 
clusive advanced features, makes Deci* Magic 
the easiest calculator to use ever built. Never 
before has a new calculator created so much 
interest...so many requests for demonstrations. 

See it yourself—ask your nearby Marchant 
Man for a Deci*Magic demonstration on your 
own figurework. 


MARCHANT CALCULATORS, INC. 


OAKLAND 8, CALIFORNIA 


Ask your nearby Marchant Man 
for a demonstration of the 
Deci-Magic or mail this coupon, 
with your business letterhead, 
to the address above for: 


Index to Modern Figuring by 


H 
Information on the new Deci-Magic O } 
Marchant Methods.......... ob : 


Modern Management Counts on Marchant 


SEPTEMBER 1957 
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DECI-MAGIC DOES IT ALL FOR YOU—AUTOMATICALLY 
ALL Decimal Setting + ALL Dial Positioning + ALL Clearing 
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What's the point 

of writing without 
Dixon 
Ticonderoga 
Pencils! 


DI KO N 
TICONDEROGA 


America’s Favorite 

Writing Pencil 

in 5 degrees of softness 

e They sharpen sharp 

e Keep their point 

e Write smoothly... 
dependably 

e Last longer 


Don't just order pencils... 

order Dixon Ticonderoga 

At better office supply 

and stationery stores 
(THE JOSEPH DIXON CRUCIBLE CO. 


Pencil Sales Division, OOM-9, Jersey City 3, N. J. ¥ 
Dixon Pencil Co., Ltd Newmarket, Canada 


Thus sooner or later, no matter how 
completely an employee insulates him- 
self against messages from his com- 
pany, he will be exposed; he will get 
the information. Perhaps he’s an avid 
reader of the house magazine, even 
though he automatically discards all 
general memos. The magazine story 
will inform him that a new plan is 
in effect. Or perhaps he consistently 
ignores every message except the fliers 
he finds on his lunch table periodi- 
cally. With nothing else to do while 
he eats lunch, he may have formed the 
habit of reading the fliers. Again he 
gets the message. He doesn’t get it in 
the detail that is available in the bulle- 
tin he’s ignored, the house magazine 
story he hasn’t read, the meeting he 
didn’t attend. But he knows that a 
new program is in effect. Now at the 
very least he'll ask another employee 
what it’s all about, or his supervisor. 
He will know that a change affecting 
him has been made, and when he asks 
for more details, or exposes himself 
to more details, he'll get accurate in- 
formation because of the way the in- 
formatioin was originally imparted. 

The less formal media—employee 
publications, fliers, etc. also serve an- 
other purpose as communications de- 
vices—they give the large organization, 
with a multitude of activities not im- 
portant enough to be made the sub- 
ject of memoranda from management, 
or mainly of social or general interest 
rather than company business interest, 
a distribution of such incidental infor- 
mation to all employees who might 
be interested. There are lots of things 
that occur in a company which 
may be of interest to most employees, 
but are not vital enough to deserve the 
full dress treatment that a new salary 
policy, or new benefit program would, 
for instance. The less formal media 
meet this need beautifully, and at the 
same time give a sense of cohesion, of 
belonging, to a great mass of workers. 
They can also serve to interpret the 
company as an entity, as a group of 
people working together, far better 
than memoranda which must be of 
necessity fairly precise, and fairly for- 
mal. 

But of course, house magazines, 
table fliers require time and effort— 
most often they are the work of spec- 
ialists, and so they exist much more 
naturally in a large company than they 
do in a small one. The very small 
office could have a mimeographed 
news sheet, and many of them do, but 
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usually it is extra, uncompensated work 
for someone to put one out. What can 
be the informal news distribution 
system for such an office? 

Many small organizations have 
found the most basic information 
system of all—the grapevine—can be 
put to good use here. An office mana- 
ger who has any understanding of his 
people can, after some experience with 
them, learn which ones are the most 
curious, and the most ready to spread 
any tidings, good, bad, or indifferent. 
Whenever anything which would be of 
general interest to employees, but 
which is not important enough to 
merit the full bulletin board or meet- 
ing-of-all-employees treatment comes 
along, he simply mentions it to these 
“communicator” employees. The word 
will get around. And it will probably 
get around much faster than will the 
story in the large company’s house 
magazine. 

Not to be discounted as a communi- 
cations device—of the horizontal type, 
the interchange of working informa- 
tion and knowledge between depart- 
ments of a company—is the often 
maligned committee. To quote New 
York Life experience again, one of 
its most potent communications webs 
has arisen from extensive use of com- 
mittees made up of members of various 
departments. Though these are not 
designed primarily as communications 
devices, the actual fact is that through 
bringing together a wide range of men 
from various departments to work on 
any given project, each of the depart- 
ments represented has learned more 
about the internal workings of the 
others, the particular problems of the 
others, and any internal procedural 
changes in the others than would be 
possible in any other way. This is, of 
course, mainly a creation of a common 
pool of knowledge and understanding 
between departments, and so benefits 
the internal workings of the company 
rather than serves as a channel of 
employee communications, But as an 
informal by-product of a meeting de- 
signed primarily to serve another pur- 
pose, it is still one of the most effec- 
tive weapons against too narrow a 
specialization, with consequent ignor- 
ance of fields outside one’s own, 
among the management levels. When 
sales, public relations, actuarial, and le- 
gal departments work together on the 
wording of a new policy, three separate 
entities, all quite distinct, actually 
learn something of the responsibilities, 
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presents a new idea 
in office chairs 


e Styled by Raymond Loewy Associates 


e Individually Fitted 
for Day-Long Comfort 


Here, for the first time, is an office chair that 
combines the most efficient functional design with 
sleek, smart, styling. And it’s a Do/More chair— 
with Do/More’s exclusive posture features that 
insure so much more healthful working comfort 
for every employee. 


« Completely adjustable to user’s physical proportions 
« New contour-molded, foam cushioned seat and back 
e Enclosed, swivel mechanism 


e Non-marring, plastic-sheathed back-piece. Non-marking 
ball-bearing casters with no-snag thread guard 
plate on wheel. 


e Choice of fabrics 


For all secretarial and clerical uses 


Private Clerical Accountants 
Secretaries Workers Bookkeepers 


Payroll Electronic 
Clerks Computers 


| mail coupon for complete information 

DOMORE Chair Company, Inc. 2411 Sterling Ave., Elkhart, Indiana 
| () Please send full information on Do/More Office Chairs 

| name } company } address } 

| 
\ 
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good | 
housekeeper? | 


A or perhaps 
az we should say 
= \ “file-keeper”... 


For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—-safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the only system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 
vantages of Acco-Binding—the easier, sure 
way to good business housekeeping. 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Divisionof NATSER Cor poration 
Ogdensburg, N. Y. 


Im Canada: Acco Canadian Co., Ltd., Toronto 
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the concerns, and the necessities of the 
other departments. And the net re- 
sult will be a policy that is much 
easier to understand than one drafted 
by legal or actuarial, and that is still 
precise and accurate enough to meet 
the company’s needs. 

What about the reverse communi 
cations process—the channeling of in 
formation from employees upward to 
management. Within the formal work 
ings of the company, this is of course 
covered by the multitude of reports 
filled out each day, which go through 
a refining and consolidation process as 
they make their way up to top man- 
agement levels. In essence it might be 
said that most of the work of the office 
is communications — communications 
from employees up to management. So 
in every office, these channels, al 
though they might not be cv!led com 
munications line, actually exist in fair 
ly workable form. 

But the area of employee relations 
with the company, outside of each 
employee’s job responsibilities to the 
company, does not have such clearly 
marked channels. Formal grievance 
procedures exist in many places, and 
of course always exist in situations 
where a union is present. This is not 
normally the case in an office, but many 
companies have instituted formal griev 
ance procedures, with well-marked 
procedural steps for clerical employees. 

But here again, every company has 
different procedures, and as long as 
the procedures themselves are under- 
stood, so that an employee knows he 
has some recourse, formal or informal, 
if something is bothering him, the 
main need is met. It is only in cases 
where an employee does not know 
what to do, or where to turn, when 
there is no formal machinery of com- 
plaint on one hand, and he is afraid 
to present his problems to his bosses 
on the other, that the upwards com- 
munications line is blocked. 

And so the final responsibility, and 
most characteristic attribute of a good 
communications program “from the 
top down” is found in employees’ con- 
fidence that their voice, too, can be 
heard. Communications must be a 
two-way process. 


Automation— 
(From page 31) 
Through use of integrated data 


processing, National Electric Products 
Corp., Pittsburgh, Pa., and its district 


offices, branch warehouses and factory 
facilities are bound into a “single, uni- 
fied marketing outlet for the entire 
United States.” 

In detailing the new highly-mech 
anized system, recently initiated on 4 
partial basis, the company reports that 
ultimate targets for the system include 
improved planning, more efficient pro 
duction, stepped-up sales, faster de 
liveries and prompt billing. Processing 
of an order now begins immediately: 
and where a specific inquiry involves 
availability of materials or status of an 
order, accurate information can be for 
warded to the inquirer in a matter ot 
30 minutes or less. Daily shipments 
are scheduled from the nearest avail 
able warehouse stock, virtually elim 
inating the “urgency” element of rush | 
orders. 


— 


Heart of the system is a 5000-mile 
communications network, extending 
throughout company operations from 
order-taking to ultimate distribution 
and invoicing. Four private wire cir \ 
cuits serving strategically-located dis 
trict offices and warehouses are tied-in 
with National Electric’s factory term 
inal at Leetsdale, Pa. At the relay cen 
ter, incoming orders are received in 
the form of five-channel paper tapes. 


GOT HIGH-PRICED HELP 5 ) 
e LOOKING FOR RECORDS. 


LOW-COST “CONVOY” } 
e STORAGE FILESe. 


-- 


ig a 
A ladle 


All your semi-active or inactive record: 


are instantly available. What a time anc 


money-saver today! 

Rigidized permanent Drawer and Shel 
construction eliminates shelving and costl) 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizes: letter, legal, check, 
deposit slip, tab card ... 
10 others. 

There’s a dealer 


near you — or write 


CONVOY, Inc. 


P. O. Station B, Box 216-O 
Canton 6, Ohio 
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Pi 
ec 


Most Important Business Show Ever! 


The 1956 National Business Show went way beyond anything 
ever held before: * Most Important in number ofexhibits * Most 


| Important in attendance * Most Important in enthusiasm. . 
~~ ...and the 1957 Show promises to be still more important. _ " 
Shel — ake ae 
costly 
* f) NATIONAL BUSINESS SHOW ya 
~ te All the industry exhibits— All management attends ie | 
i 
OCT. 28th THROUGH NOV. Ist, 1957 . 
New York Coliseum, Columbus Circle, New York | - 
Rudolph Lang, Managing Director is 
33 West 42 Street, N. Y. 36, N.Y. + Pennsylvania 6-6760 
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’ SIMPLEST 
/ SYSTEM YET! 


KEY-DRAWER 


Fits desk drawers or file cabinets 


Like other Ke-master cabinets, the Key- 
drawer is constructed of welded steel 
for maximum protection. It is available 
in three sizes (with capacities of 40, 80 
or 120 keys) and crackle-finish colors 
(gray, light green and tan). Handles 
are available for portability. 


Other Ke-master systems are designed 
for capacities ranging from 10 keys to 
more than 800. Ke-master Key Contro! 
can provide you with these advantages: 


e A tag to identify each key @ A sturdy 
spiral wire that aligns key tags neatly 
and compactly @ An index for listing 
vital lock and key information @ A Key 
Rack and Key Board (for indexing 
keys) @ A locked Key Cabinet for 
maximum security 


See your local stationer or write direct to 
Cushman and Denison 


4 
Cabinet model for 240 keys | 
CUSHMAN | 
& DENISON | 

| 


MANUFACTURING COMPANY 
625 EIGHTH AVENUE, NEW YORK 18,N. Y. | 


Please forward detailed information on | 
Key-drawer and other Ke-master Key | 
¢Control Systems. 


| 

Address | 
city I 
| 


Zone. State 


me ee 


automatically punched out on one of 
four “receiving only” machines. Or- 
ders are checked and handled immed- 
iately to provide prompt, economical 
shipment by air, rail, truck or barge 
from the most logical of 12 warehouse 
centers. 

Seventeen district offices are equip- 
ped with message receiving machines, 
and each is served by a private wire 
circuit leading directly to the relay 
center. During processing of .the or- 
der, statistical data is channeled to va- 
rious plant departments for appro- 
priate automatic handling involving 
inventory records, billing and produc- 
tion. The original tape created on re- 
ceipt of order is used to activate a 
Friden Flexowriter which, in turn, 
implements a series of modern auto- 
matic operations. 

From a management viewpoint, the 
firm reports, savings realized from 
more efficient plant operations through 
use of the IDP system are no less im- 
portant in terms of income than prof- 
its resulting from increased sales. 


Conference— 
(From page 30) 
ment Association; Herbert Savage, 


secretary, Ethyl Corp.; John Q. Can- 
non, secretary, Radio Corp. of America; 
Stuart W. McLaughlin, controller, 
West Virginia Pulp and Paper Co., 
and treasurer of the Controllers Insti- 
tute of America; and F. Walter Wan- 
ner, systems and methods, Standard 
Oil Co. (N.J.), and president of the 
Systems and Procedures Association. 
This conference, according to the 
Council, is designed for persons spe- 
cializing in the administration of 
paperwork control systems, executives 
concerned with reducing the costs of 
records administration and _ others 
whose departmental activities depend 
upon the effectiveness of paperwork. 


Electronics center— 
(From page 29) 


taining a quarter mile of fabric, pro- 
vide light control at the windows. 
The interior is finished in wood and 
granite, and the floor is travertine (a 
variety of crystalline calcium carbon- 
ate). Several planters help to achieve 
a year-round “garden” atmosphere. A 
dominant feature on the south wall is 


a large illuminated plastic engraving 
of the emblems of the divisions of 
General Dynamics, accenting Strom- 
berg-Carlson—second largest industry 
in the city—and its slogan, “There is 
nothing finer than a Stromberg-Cari- 
son.” The work was executed by Mrs. 
Cornelia Hayes, a noted plastic en- 
graver. 

A built-in, counter-high reception 
desk has been designed for visitors” 
convenience, with space provided for 
storing packages and briefcases. Group- 
ings of conference-type chairs and a 
paging system carry out the functional 
aspect of the room. A mezzanine bal- 
cony, displaying a variety of the firm’s 
products, borders two sides of the re- 
ception area. 

A cantilever canopy shelters the 
main entrance. Mullions between the 
large double glass wall panels in the 
reception room are of tubular alum- 
inum, and exterior wall surfaces in 
this area are faced with granite and 
porcelain enamel panels. Exterior walls 
of most of the other parts of the build- 
ing are glazed brick. 

All ceilings in the office and cafe- 
teria sections are acoustically treated, 
and the general office area is divided 
by movable metal partitions and 


IDEA no. 4 
for 


office 
managers 


manpower, Inc. 
trouble-saver 


When your office staff is 
temporarily reduced by sick leaves 
and vacations — or while you 


look for permanent help — use 
Manpower, Inc. employees to 


keep your work current. 

Use Manpower, Inc. typists, stenos, 
and office workers as long as 
you need them at low hourly rates. 


Write for FREE 
“Office Managers Idea Newsletter’ 


manpower, Inc. 


802 N. Plankinton Ave., Milwaukee, Wis. 
OVER 100 BRANCH OFFICES COAST-10-COAST 
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Up to now, she’s had to touch a typewriter ribbon to change it. 
Messy and difficult. She probably put it off until long after the ribbon was worn. 


d 
d 

Make her a quick-chance artist! 
with Roytype’s® amazing new Twin-Pak... 


and make sure her typing’s always sharp and clean! 


New Twin-Pak ribbon for new To change, simply lift out the Look—no smudgy fingers! be- ak 
Royal Standard and Electric . old Twin-Pak ... drop in the new. cause she never touches the rib- —y 

Typewriters comes rolled in two It’s so simple she can do it bon. Typing again in seconds on a 

plastic cases There’s nothing to ~~ blindfolded ! “‘letter-perfect’’ Roytype ribbon. gisis 


wind! Nothing to thread! | 


Order Twin-Paks now with 


Roytype ribbons—the ribbons ey 
that make a better impression... 5 
and give a better run for your a 
money. 


ROYTYPE: .. carbon papers, ribbons : 


quality supplies for all business machines 


Products of Royal McBee Corporation, world’s largest manufacturer of typewriters a 
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COSTLY RE-DRAFTING OF 


equipped with grey steel desks and 
ORGANIZATION CHARTS | 


tapies, and satin aluminum chairs. 
| The latest in kitchen equipment is 


STO 


THE | a feature of the cafeteria, which has « 
COFFIELD | terrazo floor and contains a collapsible 
EVERLASTING | stage for special meetings. A separate 

| executive dining room seating 40 is 

| provided for small luncheon meetings. 

“aa ad _ Walnut paneling and chenille rug ac- 


centuate the color of the room. Special 
eae serving alcoves with hot plates are 
A wpist, a typewriter and typing paper are all = ; 
aced to keap your chars up to date. 1c’ that simple! built in, as are concealed dish and 
= —_s | linen closets; individual and extension 
tables are provided for the room. 
The new 360-foot long factory build 
ing, erected behind the Administration 
Building and adjacent to the present 
factory area, uses 60-foot trusses to 
provide large unobstructed areas for 
= eficient placement of machines and 
assembly lines. Vertical window moni 
tors and fluorescent lighting allow for 
an abundance of light. 
One of the most interesting design 
} notes in the Administration Building 


+ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 


* Photographs for Sharp Prints is highlighted from an examination ot 
+ Invaluable as a Visual Training Ald the layout and furnishings of the exec 
+ All Parts Are Movable and Re-usable utive office area. (Interiors, inciden- 


* Solves Your Chart Problem Forever 


Write for Free Mlustrated Folder 
with Price Schedule No. OM-0. 


MANAGEMENT CONTRO}. CHARTS CO. 


1731 N. WELLS ST. cuicaco 14,0. | flecting — the 


tally, were approved in advance and 
incorporated in original plans, thereby 
_ eliminating costly changes later.) Re- 
“suitable working- 


_SPACEFINDERS PAY ros Sea 


SAVE TIME 


Clerks file faster with Space- 
finders, save initial cost yearly. 
These proven savings result 
from unmatched visibility and 
accessibility. 


SAVE SPACE 


Each Spacefinder gives you 204 
visible, accessible, filing inches 
—holds a stack of papers 17 
feet high! 


SAVE MONEY 


Handsome Spacefinders cost 
less because fewer units do the 
job. You save rent, filing more 
in less space. 


DO A BETTER JOB 


Because Spacefinders provide 
the speed, convenience and 
economy of shelf files with 
dust, dirt, fire protection of 


drawer files. TAB PRODUCTS Co. H 
- 995 Market St., San Francisco 3 ° 

At no obligation, please send Spacefinder brochure gy 

* 

MAIL COUPON TODAY } Ft 
a 
4 : 
PAE eee 
gs aa as ADDRESS ‘ 
city Z0NE___STATE.__—s ss 
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surroundings” philosophy of the Es- 
ecutive Furniture Guild of America, 
whose design formula was followed 
throughout all of these “show case” 
areas, the executive quarters, designed 
by the Rochester Stationery Co. in co- 
operation with the Guild, present 
interiors which are cheerful, attractive 
and well-planned. 


In keeping with the formula, office 
colors, furnishings, fabrics and acces- 
sories are coordinated to blend har- 
moniously, one with the other; yet. 
no two executive offices are exactly 
alike, although each is related to, and 
in unison with the overall plan and 
color scheme. Unity, then, is provided 
without the monotony of uniformity. 
Featured colors are nature colors— 
warm earth browns, stone grevs, soft 
greens and blues. 


Offices functionally divided 


Apart from their individual color 
schemes, executive offices also provide 
separate conference and work areas. 
The conference “end” of each room 
contains an overstuffed sofa and up- 
holstered chairs, while the work area 
has a desk, desk server and bookcase. 
Furniture, manufactured by Stow & 
Davis Furniture Co., is walnut with 


gunstock finish, 


In offices of top executives, walnut 
paneling sets the tone of the decor, as 
do ultramodern light fixtures, symbol- 
ic of the firm’s role in the atomic age. 
While draperies in all but one or two 
offices are of Natural Seaweed, an in- 
teresting loose-weave fabric, each exec- 
utive, through individual consultation 
with members of the Rochester Station- 
ery Co.’s design staff, was able to 
choose the “personalized” colors he 
prefers, within limitations, for walls 
and upholstery fabrics. 

Executive offices average 280 square 
feet each. They and the spacious con- 
ference rooms required a total of 
approximately a mile of carpeting. 
Leather is used lavishly throughout as 
upholstery and on tops of many of the 
tables. Handsome walnut executive 
desks, chairs and tables of various 
types and dimensions are finished in 
a rich medium tone. 

The lobby, while large enough to ac- 
commodate great numbers of visitors, 
is warm and friendly in atmosphere. 
Colors, taken from the granite-faced 
walls, are warm browns, stone greys 
and teal blues, appearing in upholstery, 
leather and fabrics. 

Rochester Stationery, local member 
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Have YOU Ever Run A 


DUPLICATOR? 


Personally, I mean. That’s the best way to know the 
difference between duplicators, and the advantages of 
Old Town’s new Model 10 spirit duplicator. 


CLEAN 


You finish up a job with clean hands and clean clothes. 


SIMPLE 


Just two levers—Copy Lever and Paper Lever——do the work. 
“Tri-Functional” is the word for each. Copy Lever automa- 
tically controls pressure, moistening rollers and fluid feed. 
Paper Lever controls paper feed, master clamp and moisten- 
ing wick, No “guess”—no “mess”! 


REALLY "DELIVERS"! 


As Many As 5 Colors At Once! 

Produces hundreds of uniformly bright, sharp copies you 
want. All sizes, from postcard to legal. In attractive colors 
(black included) any combination up to five! 


Lovely To Look At 


Old Town new Model 10 is clean, colorful and sparkling— 
just invites you to use it! 


These are the reasons why office girls love to use Old Town’s 
automatic, simple, new Model 10 spirit duplicator. Write for 
details—including the very attractive price. 


OLD TOWN CORPORATION 


Established 1917 
750 Pacific Street Brooklyn 38, N. Y. 


World's Foremost Maker of Carbons, Ribbons, Duplicators 
and Duplicator Supplies 


PR 
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ot the Guild, designed, color-coordin- 
ated, and supplied furnishings and 
accessories for all of these interiors, 
and George W. Reinoehl, the Guild’s 
executive vice president, served as con- 
sultant. Carl R. Traver served as ar- 
chitect for the Administration Building 
and factory, and John B. Pike & Son, 
Inc., was general contractor. 

Apart from its “glamorizing” effects, 
however, the new construction will aid 
immeasurably in providing the firm 
with necessary facilities to continue 
research and development in its par- 
ticular field. Referring to the build- 
ings in a speech during opening day 
ceremonies, Frank Pace, Jr., president 
of General Dynamics, stated: 

“This is the great growth era of the 
electronics industry. Never before has 


She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 

Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work—— 
because it erases without a 
trace. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


US.A.7066 _ 


G@mmm@vsa7099B_ | 


Let EraserStik help you 
become the highest-paid 
Secretary in your office. — 


With Without 
brush 20¢ brush 10¢ 


A.W. FABER-CASTELL 


= os ao 


PENCIL CO., INC. NEWARK 3, N. J. 


such progress been made in the excit- 
ing fields of electronics and communi- 
cations—and never has the future been 
brighter. Major progress, however, 
can be achieved only through a major 
emphasis on research. The opening of 
the Electronics Center and other build- 
ings signifies not only that Stromberg- 
Carlson is expanding, but that it is 
placing the necessary major emphasis 
on research.” 


Billing— 
(From page 24) 

Next, the decks are run through the 
IBM 602A calculating punch. In the 
first pass through the calculator, tare 
weight is subtracted from gross to 
get net weight. This figure is punched 
into the price card. At the same time, 
net weight is multiplied by Brix for 
the number of pounds solids, and this, 
too, is punched into the price card. 

On a second pass through the calcu- 
lator, the amount of the sale is com- 
puted by multiplying pounds solids by 
price per hundredweight. The dis- 
count for cash is computed also. These 
figures are punched into the price card. 

When a delivery charge applies, the 
rate per hundredweight for the deli- 
very zone, from the price card, is 
multiplied by the number of pounds 
solids. A card for every price rate 
in use is available in every zone de- 
livery charge rate. These prepunched 
cards are held in readiness for use, in 
the Wheeldex card storage unit. The 
operator merely selects the card for 


the price rate with the specific delivery 
rate, as directed on the memorandum 
of shipment. 

When the price of refined sugar 
changes, different price rate unit 
cards are brought out of a reserve 
bank to the card storage unit. At the 
same time, temporarily obsoleted price 
rate cards from the card storage unit 
are returned to the reserve bank. This 
practice keeps us always current on 
prepunched price cards regardless of 
fluctuations in the refined sugar price. 
It helps also to avoid waste of card- 
stock. 

When stocks of prepunched detail 
cards in any category begin to run low, 
the operator is able to replenish the 
supply very quickly and easily. Hand 
keypunching is not needed. The opera- 
tor merely removes one of the last 
few cards in the category, places it on 
the reproducing punch equipped with 
an 80-80 board for gang punching ot 
an additional quantity of cards. 

On the third pass through the cal- 
culator, the machine verifies its cal- 
culations. This is done with the aid 
of a zero check board. 

At this point the deck is ready for 
automatic printing of the day’s in- 
voices on the IBM 402 accounting ma- 
chine. The invoice is a 7-part form. 
Afterward, header decks are separated 
on the o81 sorter from the detail cards 
and returned to the card storage unit 
for subsequent re-use. Detail card 
decks are punched for date and in- 
voice number on a fourth pass through 


FOR Alt NOISY 
OFFICE MACHINES 


KILL NOISE ‘at its source'—before it injures anyone 
NOISE can seriously injure the operator's nervous system—resulting in 
headaches, ulcers, heart murmurs, and nervous TENSION disorders. 

You can easily correct this condition. Buy Acoustinets which absorb 
the harmful metallic vibrations of NOISE—and assure healthful working 


conditions. 


© 1957 


| co. 


433 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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—_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 
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Look at the Colorgel Side 


MG EXECUTIVE FURNITURE 


IN STRIKING, NEW COLOR AND e 
FABRIC COMBINATIONS 


Dramatically beautiful! Contemporary design is Hee 
evident in the arched leg desk and new executive 
chairs. ASE, with its accent on color, blends 

subtle overtones with dramatic contrasts to create an 


| THERE'S AN ASE DEALER NEAR YOU effect of modern elegance in your office. Color 
harmonies are assured with ASE Color Selector Kit. 


DESKS - CHAIRS 


| : L-UNITS - CREDENZAS See your ASE dealer for j zt 
office planning and service. = 
TABLES - BOOKCASES = 
FILING CABINETS Z ‘ 
en ALL-STEEL EQUIPMENT INC. aurora, 1uNols. | 


t 
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SPACE SAVING 


Just 1 Visi-Shelf Filing Unit files the 
equivalent of 2 drawer files—in 
half the floor space! 


TIME SAVING 


Filing is faster and easier with Visi- 
Shelf‘s exclusive “Facile Guide Pull!” 


COST SAVING 


Visi-Shelf . units file more at lowest cost! 


C 


FREE! Visi-Shelf Filing Units are available 


from 7 to 10 openings High — With 
or Without Doors — Correspondence 
today ! and Legal Sizes. 


225 BROADWAY 


VISI-SHELF FILE INC. ww von NY. 


lo OFZ) 
FILM STENCIL 


ASK ABOUT TEMPO PASTEL STENCILS 


MILO HARDING CO. 


Los Angeles * Cleveland ° Pittsburgh 
San Francisco * Washington, D. C, 
Manufacturers and distributors of 


STENCILS 


insure kind of copy YOU want 


Choose your copy: sharp, medium or 
broad — they’re all yours from the same 
Tempo Film Stencil. With Tempo, you'll 
prepare them as easy as typing a letter 
or bulletin. Personal selection from eight 
pastel and other colors in America’s 
highest quality provides greater visibility 
and shortens typing time. 


MAIL COUPON TODAY FOR COMPLETE DETAILS 


MILO HARDING COMPANY, Dept. 7BA 
500 Monterey Pass Rd., Monterey Park, Calif. 
Please rush the checked items to me: 


( ) Booklet: Tempo Tips to Typists 
( ) Literature: All Colors Tempo Film 


Stencils 
EM PC, 

Y we NAME 

AMERICA’S MOST COMPLETE LINE FIRM 
OF STENCIL DUPLICATING PRODUCTS 
INKS — DUPLICATORS — STENCILS ADDRESS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES eesaweeee 
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the calculator, and decks are held for 
the balance of the month. 

After the end of the month, price 
cards and transportation cards are sort- 
ed out for preparation of all the re- 
ports needed by management and gov- 
ernment. The other detail cards are 
destroyed at this time. The price 
card, which carries virtually all the sig- 
nificant data, is the only card retained 
after preparation of the reports. 

Description of the billing opera- 
tion would seem to indicate that data 
processing machines were being used 
to capacity. But the action moves fast- 
er and more smoothly than the descrip- 
tion indicates. 

There is machine time available, in 
fact, for the following functions: Week- 
ly hourly plant payroll; semi-monthly 
salary payroll; such payroll registers 
as check register, deduction register 
and bond register; weekly labor dis- 
tribution by departments; profit and 
loss summary on labor for cost struc- 
ture; 941 state and Federal quarterly 
tax returns; W-2 forms and corres- 
ponding 105 state returns. Pension 
plan and group insurance are also han- 
dled by punched cards. 


Staff and line— 
(From page 26) 


man for whom he has no responsibil- 
ity—a staff man who, in fact, seems 
to have had little direct supervision 
since he was hired as a specialist and 
told to go sell some good ideas to 
somebody. This is, of course, poor 
organization. As Schleh points out, 
best results are obtained when a staff 
man reports to the lowest line official 
possible. This official can then have 
responsibility for and take pride in 
both the staff man’s ideas and their 
effective execution. Of course, every 
line supervisor can’t have his own staff 
but if the line official nearest to the job 
who can justify a staff takes overall 
responsibility for the problem and ap- 
proves the ideas and plans to be fol- 
lowed, cooperation and control are 
assured. In addition because he is re- 
sponsible for both line and staff func- 
tions he should be without prejudice 
and, because he is close to the job, he 
can get the facts. This line official is, 
therefore, in the best position to de- 
termine whether the staff’s advice was 
good and whether it was properly 
applied. 

Aside from the fact that mutual ac- 
countability for results will not get at 


OFFICE MANAGEMENT 


; + 2 a ra a) “4 aye Ma 4 a =i = - ~ . = 
io) } me 
re _ Twice as many records ro |e that 
cs . in same space 3 — ee es e: = case! 
; ; é a ’ e : Se aa f = _ 49 ny 2 
a __ with America’s first $= =§§{.1 <1] ¢ Ie ~~ 
Ps e eH shun Be ae a road fn : Ss fo \ fron 
Br space-saving filing system! = _ nal, ame) | ait 
aS) 4 i i i Rider | ee 3 that 
* Pi tI I I ks idea 
FAB TS) may 
Cae ki | ae ee | and 
ee P| mm (Mh te an 
e a «|e | cm 
z a t . a | fs 3 | the 
. i Os oe : 
: se ; 
ee | Sse F 
ic p| c s* stt Se lee his 
i a6: yiLin 1" vs porentS Se ‘ — of 
ee. provect® NE ov 
ei | he 
. : Be | ; 
oe ‘ | 
<a. - a - _ . we 
hay to 
* ser 
He . © we 
eh + i. ur 
' : : rE —Ss ‘ al Pe a 
a © - 6 | # 
4 : TS - a Si." ® i 
muh th } 
BS a ka a he fr 
Be ce | q 
ee ~ .% my)! | a 
ig vy I, 
i ay, Sc eC te | 4 
me. 2 S _ &£ | , 3 
ee. :o- | i t 
Ses 
a ; i. € 
ie 3 | | | i 
= | | : 
a | = 
oe | ‘o. 
ee, | | 
es | 
a | 
aon ss = | | 
tee ! 1 
ae | I | 
; Pp 1 | 
; 1 | 
pets ‘ I ’ 
ai | 
rere Ades | | 
ao 
Sip ----: : 
eas 
i. a _—— os =— sian ws 


the source of trouble, there is a danger 
that such a plan would breed line- 
staff conflict and inefficiency in many 
cases. When a staff man’s job becomes 
dependent upon the results obtained 
from the application of his ideas he’s 
going to do everything he can to see 
that they’re carried out. He doesn’t 
have to wait to be sold on his own 
ideas; regardless of what the line man 
may think, he knows they are good, 
and he’s got to prove it or look for 
a new job. It won’t be long before the 
employees will wonder “just who is 
the boss, anyway?” 


Staff must take broad view 


This principle is too basic to need 
any amplification or endorsement. 
From the staff man’s viewpoint it 
means that, no matter how specialized 
his project, he must take a broad view 
of its relationship to the company’s 
overall plans and procedures before 
he can come up with a worthwhile 
recommendation. 

It is also axiomatic that a staff man’s 
responsibilities be defined strictly to 
make certain that he applies himself 
to the job he was hired to do and to 
see that he doesn’t interfere with the 
work of other people. (This is equally 
true of line men who can be just as 
eager to gather in additional duties and 
prestige.) 

The idea of giving full and equal 
credit to both staff and line men for 
improved results reminds one of the 
heavy oil poured in a crankcase by a 
fraudulent used car dealer. It may 
quiet the knock but it doesn’t elimin- 
ate the cause and by its very viscosity 
it cuts down performance. This is 
not to say that credit where credit is 
due is not essential for best per- 
formance. But double doses are cer- 
tainly no cure-all for poor organization 
or for foggy ideas as to what a staff 
is supposed to do or who is responsible 
for the approval and application of its 
product. 

Then, too, a plan of double credit 
to mean anything must be accom- 
panied by double debit where neces- 
sary. While it’s not difficult to imagine 
a line or staff man going along with 
the distribution of double credit for a 
job well done regardless of where he 
may think the praise should fall, sup- 
pose the staff idea proves a flop. The 
line man who takes equal blame for 
reduced production, without pointing 
out that he was doing just fine until 
somebody pushed this college boy off 
on him is going to be hard to find. 
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One Silver Dollar i 
may save many! ‘ 


e Test your postal scale with a U.S. silver dollar— 
mint-weight 15/16 ounce. If your scale shows markedly 
less than an ounce, many of your letters probably arrive 
“Postage Due’’, an annoyance to the recipients. If the 


nal 


dollar weighs an even ounce or more, you are wasting aa 

postage, using 6c on 3c letters in many instances! Pes = 
@ This new Pitney-Bowes“4900” designed for the small % 

office, registers weights from 4 oz. to 1 Ib. with depend- , 

able accuracy. With its cylindrical computer, you can ry 


Free: Send for a handy desk or 
wall chart of Postal Rates, with 
parcel post map and zone finder. 


quickly find the exact postage needed for Ist-3rd class 


mail... save time, postage, 

good will! 

® Five other PB models ae 
available, including a parcel | ig 
post scale weighing up to 70 | ee 
Ibs. Ask the nearest PB office | 

for a “Silver Dollar” test... a 

or write for free illustrated 

booklet. 


2. PITNEY-BOWES 
Mailing Scales 
—— 2992 Walnut St., Stamford, Conn. 


Muue by the originator of the postage meter... 
offices in 103 cities in U. S. and Canada. 
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tacks, tape or glue. Here's why— 
they're adhesive on both sides—stick 
without damage to any surface in- 
cluding glass, wood and tile—and 
they're neat, completely out of sight 
when applied. 


What's more they're easy to handle 
—can't stick to fingers—may be easi- 
ly removed at any time and used 
over again. You'll find Stick-tacks 
perfect for mounting papers, wall 
charts, pictures, displays, window dec- 
oration, albums, bulletin boards and 
in hundreds of other helpful, practi- 
cal ways. 


ORDER FROM YOUR 


ONLY $1.00 for 328 DISCS 
(four folders) 


this folder 32 


cui 
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~~ tack \ 


miracle discs 
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g Thompson-Winchester Co., Inc. 5 
1299 Boylston St. Boston 15, Mass. 


. Please send ...... packs of Stik-tacks, 328 discs ! 
-4 per pack, $1.00 each. 
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Careful assignment of qualified staff 
men to do jobs that need doing, and 
understanding supervision by the 
nearest line official should bring im- 
provements in which both staff and 
line can take pride and do far more 
than double credit to establish mutual 
respect. , 

The idea that a staff job must pro- 
duce an increase in net return of twice 
its cost including overhead to justify 
its existence is, in the words of its 
proponent, very “rule of thumb.” It 
supposes that the line contribution, in 
dollars, to the success of a staff func- 
tion is about equal to the cost of main- 
taining the staff. This may be true in 
some cases. 

The main objection to this idea is 
not that it can be woefully inaccurate 
but rather that it represents a negative 
approach to the problem. As has been 
said before, a staff man should never 
be hired unless there is a clear need 
for his services. If this is the case, 
he must take over a function that line 
men have been, or should have been, 
performing. The proper formula for 
the evaluation of his worth is then the 
value of the improvements effected by 
his specialized handling of the func- 
tion, plus the value, including over- 


head, of the time that he saves line 
men in relieving them of the major 
burden. The manager who, in reckon- 
ing the cost of a prospective staff, wor- 
ries over the cost of the line men’s time 
that it will consume, either has not 
thought his problem through or has no 
problem. 

Evaluation of staff functions takes 
individual thought in many cases. Re- 
search can only be valued fairly when 
the company can afford a long term 
view. Only a few types of advertising, 
such as direct mail, can be evaluated 
with any certainty at all. On the other 
hand, the value of some functions, such 
as medical, legal and bill collection 
services, can be checked closely by 
comparison with the cost to the com- 
pany of the work required if it were 
farmed to specialists outside the com- 
pany. Regardless of the type of func- 
tion, it may be a good idea to ask 
the staff head to estimate the net 
worth of his operation occasionally. 
Though prejudiced, he should be best 
qualified to answer the problem and, 
in any event, his very review of 
the situation should be a benefit both 
to him and his management. 

The decentralization of staff as pro- 
posed by Schleh is an excellent plan 


and well presented. Giving a line man 
control over the staff upon which he 
depends is in complete accord with 
the fundamental staff concept. It 
makes for better teamwork. 

Where the company is large, the 
staff man can still be a part of a larger 
staff organization from which he gets 
instruction and control in the techni- 
cal phases of his specialty, Thus a serv- 
ice engineer may receive his training 
and continuing instruction in service 
methods from a headquarters staff; but 
the actual application of his skills 
should be subject to the direction of 
the line manager with whom he works. 

The advertising man, a favorite il- 
lustration of Schleh’s, is a good exam- 
ple of the importance of proper re- 
porting. With a few rare exceptions, 
things are advertised because someone 
wants to sell them. Advertising is one, 
and only one of the tools used to cre- 
ate sales. It should, therefore, be un- 
der the direction of the local sales 
manager. This would prevent the dif- 
culties cited in which advertising men 
induce salesmen to concentrate their 
efforts on products which were ap- 
parently advertised in conflict with the 
aims of the sales manager. 

The proposed grouping of | staff 
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so that regular type-set printing is 
sirmulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
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functions so that a staff man has more 
than one responsibility appears to be 
another good idea for improving line- 
staff relationships. Not only is the 
number of staff men working with 
each line man reduced but, where 
several part-time jobs can be com- 
bined, this may make possible the 
exclusive assignment of a staff man 
to a low level line manager. 

Schleh proposes here that manage- 
ment stipulate that, within its limited 
specialty, the staff should have more 
authority than it can win. Can such 
power be ordained? If measured in 
results, even the positional power of a 
line manager produces little until he 
wins the voluntary support of his sub- 
ordinates. As a staff man of some years’ 
experience, I believe more can be ac- 
complished without the handicap of 
the label ‘expert.’ A management de- 
cree that I am right unless proven 
wrong sounds like an invitation to 
battle. Recommendations which are 
based on fact will usually stand on 
their own feet, with a little bolstering. 
If the recommendation is just a mat- 
ter of opinion, neither one of us knows 
what he’s talking about and I don’t 
mind losing an argument occasionally 
—I might be wrong. 


Thinking over the point raised by 
Mr. Schleh brings us to the belief that 
staff executives can be improved and 
staff-line problems minimized if ex- 
ecutives, staff men and line men alike, 
think on the situation that gives rise to 
the need for a staff organization. This 
should lead a line official to whom a 
staff reports to consider his staff to be 
a portion of his working self. He 
should call upon it for answers to prob- 
lems or special services which will help 
him with the job he has to do. 


Decentralizing staff assignments 


It also appears that this relationship 
can be maintained best if, for the pur- 
pose of day-to-day assignments, the 
staff is decentralized with staff men re- 
porting to low line officials. Such men 
should be best qualified to define and 
coordinate staff and line assignments 
and draw some conclusions as to the 
value of the staff man’s work. For 
supervision of the technical aspects of 
his work, the staff man looks to the 
headquarters staff organization of 
which he remains a part. 

It may be argued that this approach 
oversimplifies what is in reality an ex- 
tremely complex problem. It is a big 
problem, one that breeds a lot of little 


ones, and I make no pretense at hav- 
ing supplied all the rules necessary 
for their solution. I have tried, how- 
ever, to point to the foundation upon 
which these rules must rest. Unless 
this is kept in mind, there is a ten- 
dency to develop a collection of un- 
related rules, each aimed at its own 
little problem and all missing the fun- 
damental cause. 

Others may feel that holding line 
officials responsible for staff perform- 
ance is passing the buck. They can 
point out that it is the purpose of a 
staff to ease management’s burden, not 
add to it. And so it is. But the im- 
portant point is that the line manager 
must retain the right to make the de- 
cision and that everyone should know 
he retains it. This could well be a 
decision stipulating that certain rou- 
tine functions be carried on without 
further approval. No one wants a staff 
so overcontrolled that it must run to 
the boss with every problem. But is 
it too much to ask of a dynamic man- 
agement that it recognize its own 
problems, assign them clearly to se- 
lected personnel, hold these personnel 
responsible for a complete report by a 
specified date and keep close enough 
to know what’s going on? I think not. 
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Today's offices demand top efficiency. 
That's why more and more offices use 
Eureka Duplisnaps for multiple mail- 
ings. After all, a typist, a typewriter 
and Duplisnaps give you a complete 
addressing department — at low cost. 
Handle the carbon-interleaved Duplis- 
nap set once, slip it in a typewriter, 
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with new AVERVE Ss 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
yooey sponge to wet and handle 

...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


an 


use...and 1 ded » toor 


Available from your 
stationery or office 
supply dealer—in 
sheets of 8 labels 4 
with guide lines 
for uniform 
typing—and 
the last label 
won't slip in 
the typewriter 
because of the 
extended back- 
ing sheet! 


AVERY ADHESIVE LABEL CORP., Div. 151 
117 Liberty St., New York 6 @ 608 S. Dearborn St., 
Chicago 5 @ 1616 S. California Ave., Monrovia, 
Calif. @ im Canada, 48 Haas Road, Toronto 15, 
Ontario @ Offices in Other Principal Cities. 

Please send me samples of Avery file folder Labels. 


! 
Completely | 
revolutionizes ] 
office fiing— | 
See them... try them 
today! Write for your | 
FREE samples of Avery | my Name 

| 
| 
| 
I 
| 


P 
file folder Labels— osition 
\ Company 
..-ThenBuy = / | pares 
them at your 
stationery dealer! City. : State 
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For More Information From Advertisers Use Readers’ Inquiry Coupon on Page % 


Catalogs, Booklets, Brochures 
for the office 


Whiteprint Materials 

Ozalid Div. of General Aniline & Film Corp., 4 Corliss 
Lane, Johnson City, N. Y. Bulletin describing Ozalid’s 
sensitized intermediate whiteprint materials, complete with 
illustrations of their uses. (1) 


Wall-to-Wall Lighting System 
Sylvania Electric Products Inc., Wheeling, W. Va. Six- 
page brochure in full color depicting the company’s new 


award-winning “Sylva-Lume” lighting system. (2) 

Mailroom Operations e 2 3 
Pitney-Bowes, Inc., Walnut & Paci- K Ai) 

fic Sts., Stamford, Conn. Booklet, 29 Y ™ 

Timely Mailing Tips, offering hints -. 

on handling regular mail, parcel post * 

and advertising and volume mailings. | 29 TIM=L+ 


MAILING TIPS 


(3) 


Computer Bibliography 

Remington Rand, Div. of Sperry Rand Corp., 315 Fourta 
Ave., New York 10. Booklet EL 335, a bibliography of 
computer literature, with emphasis on scientific and engi- 
neering uses of computers. (4) 


W hiteprinter 

P & H Sales Corp., 5640 N. Western Ave., Chicago 45. 
Illustrated bulletin (No. 57A1) describing the new P & H 
Arrow Automatiic 26-inch, 75 ft./min., 100 w/in. white- 
print machine. (5) 


Vertical Visible Record Systems * j 
Diebold, Inc., Canton 2, Ohio. In 

Record Keeping It’s Visibility That 

Counts, new multi-color 16-page bro- 


chure describing the firm’s Tra-Dex 
Vertical Visible Record Systems. (6) 


Direct Mail Aids 

Direct Mail Printing Co., 15 W. 20th St., New York 11. 
Illustrated booklet containing case histories of how the 
firm’s “Card-Vertiser” has proved successful in direct mail 
operations. (7) 


Leather Business Cases 

Stein Bros. Mfg. Co., Inc., 1401-17 W. Jackson Blvd., 
Chicago 7. New 24-page catalog (No. 39) describing the 
Stebco line of leather attaché cases, briefcases, ring binders, 
utility cases, et al. (8) 


(To page 94) 


For further information, use Reader Inquiry Card on 
page 96. 
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BR 
BOSTON . 


to a desk’ 


small investment—BIG RETURN 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 


green-blue-sandtone-gray 
e@ less time wasted 
e better efficiency 


e less than 1%c a day for one year 
with long life ahead 


Send for free comprehensive report on sharp- 


BOSTON 


eners, Booklet i. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


PENCIL SHARPENERS 


~, ne | Cite 


What are you using as a cover 
on your CATALOGS, PRICE 
LISTS, PROPOSALS, ETC.? 


THERE ISA 


Smead PROPOSAL COVER 


for every presentation purpose! 


Auditors’ Reports Catalogs Sales Manuals 
Price Lists Proposals, etc. 
Embossed border with title panel or 
with acetate window. 


Choice of 6 colors in Smead's moisture 
resistant leatherette finish. 


see your iocal stationer om 


With 3 Smead's Built in 
double tang fasteners 
and metal binding holes. 


THE SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN.- LOGAN, OHIO 


Don't Forget CL A hangepotn7 


Gives You The Quality Line 


with CONVERTIBLE* Pens 


Fountain to Ballpoint 
Ballpoint to Fountain 


Three miles of continuous 
writing on test — from 
each refill unit. 


Write for Catalog 
in Full Color 


Bronze 
Chrome or 
Procelain 


Manufacturers Representative, Middle Atlantic States 


The Kamak Sales Agency 
1130 Applegate Ave. Elizabeth 2, N. J. 


Telephone Diamond 3-7965 543 South Rockford 
TULSA 20, OKLAHOMA 


* Exclusive Changepoint Feature 


SEPTEMBER 1957 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 76 


* VA 
POLY-CELLO TAPE 
a 


YOU BE THE JUDGE-— 


YOU TELL US IF IT’S BETTER 


New RAJAH tape 
combines cellophane with tough clear polyethy- 
lene—and offers a superior transparent tape with 
the best qualities of both. 


Greatly reduces breakage problem 

Longer life — doesn’t dry out or crack 

Stays stuck even in freezing cold 

Shrink-proof — no adhesive ooze after applied 
Resists liquids — oil, grease — fats, water 

@ Often replaces costly acetate tapes 


Bast of all — more economical than old-style cello tapes 


e0oF CHECK YOUR TAPE SUPPLIER OR. .| “rite For 


R j}) GENERAL TAPE CORPORATION 


E 733 1st National Bank Building 
Saint Paul 1, Minnesota 
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for — peep and ACCURACY 


ohlhaas VERT-A-SORT 


* Finest sorter on the market — 
sure to increase sorting effici- 
ency and production —— 
of present sorting methods. 
Compact, sturdy and flexible 
for profitable use in any busi- 
ness. Made ina variety of sizes, 
alphabetical, numerical or any 
indexing to suit your needs. 


Write today for complete details. 


THE jihklhaas COMPANY 


~” 8012 S. Chicago Ave. © Chicago 17, Il. 


= ae BAGS... 


Protect Your Mal! — 


REDUCE YOUR OFFICE 
MAIL CHORES! 


A Complete Line of 
CTIVE 


LEATHER OR 
CANVAS & 
LEATHER MAIL 
BAGS. 


es py | OWRITE FOR 
» CIRCULAR 


34 E. McWILLIAMS STREET FOND DU LAC, WIS. 


FINGERTIP 
PREPARATION 


TO HANDLE “PAPERS FASTER! 


Made of highest quality cosmetic ingredients. 
Cannot irritate skin. Once your customers 
try it, they'll never be without it. 


Write for FULL information 


LEE PRODUCTS CO. : 
Minneapolis 8, Minn. 


2736 Lyndale Ave. So. . 


Especially designed for bookkeepers, accountants, 
a fine ball point pen for small script legibility 


FINE BALL POINT 
AUDITOR’S PEN 


#F-460 UNCONDITIONALLY 


JARANTEED 
Inquiries to: Consumer Dept. 
LINDY SALES CO. 


* Six colors—red, 


9601 W. Jefferson Blvd. _ _—lue, black, 
Culver City, Calif. ‘ae di 


fair traded 
fed. exc. . 
tax incl 
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Catalogs, Booklets, Brochures 
for the office 


(From page 92) 


Embezzlement Controls Fie i 
Cummins-Chicago Corp., 4740 N. 

Ravenswood Ave., Chicago 40. New iT 

8-page booklet, 4 Ways to be Sure It Senge 

Can’t Happen Here, outlining the most weiache: 

frequently used methods of manipu- HAPIEN 

lating funds, with preventive measures ‘ 


described. (9) WERE 


Office Partitions 
GR Products, Inc., 2417 Eastern S. E., Grand Rapids, 
Mich. Catalog covering the firm’s “Soundex” Partitions. 


(10) 


Photocopying Machine 

The Haloid Co., Haloid St., Rochester 3, N. Y. A 4 
page, 2-color brochure describing the A. C. Nielsen Co.'s 
use of a Haloid Foto-Flo photo-copying machine. (11) 


Integrated Data Processing Equipment 

Friden Calculating Machine Co., 
Inc., 2350 Washington Ave., San Le 
andro, Calit. Booklet, Friden Tape 
Talk Machines for Integrated Data 
Processing, covering uses of the firm’s 


IDP equipment. (12) 


Steel Office Equipment 

Durable Metal Products Co., 170g St. Marks Ave., Brook- 
lyn 33, N. Y. Brochure describing the firm’s line of steel 
office equipment, with specifications and price list attached. 


(13) 


Cleaning, Maintenance Handbook 
Advance Floor Machine Co., 4100 
Washington Ave., North, Minneapolis 
12, Minn. Illustrated 28-page hand- 
book, How to Use Measured Work 
Techniques to Reduce Cleaning and 
Maintenance Costs, indicating meth- 
ods to reduce labor costs in building 
cleaning and maintenance operations. - 


(14) 


Office Practices 

John F. Pierce, Management Consultamt, P. O. Box 21, 
Boston go, Mass. Sixteen-page booklet, Free Literature For 
Improving Your Office Practices, listing more than 150 
references to free literature on proper office procedures; 
cost of each copy, $.50. (15) 


Asphalt Tile Colors, Patterns 

The Asphalt Tile Institute, 101 Park Ave., New York 17. 
The 1957 Asphalt Tile Color Classification Chart, offering 
tips on what colors and patterns are available from manu- 
facturers, and on various tiles that give the same general 
color tone or effect. (16) 


For further information, use Reader Inquiry Card on 
page 96. 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Travel Expenses 
use BEACH’S—the best 


Uniform, permanent rec- 
| ords of business travel 

costs are vital to every 
firm ... Best provided by 
BEACH Expense Books— 
first in sales in U.S. A. 


At your stationers; or write 


Beach Publishing Co. 
19829 W. McNichols Rd. 
Detroit 19, Mich. 


| For Sale or To Buy 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a Weekly and 
manufacturers’ trade-in allowance. Write, Wire. National Monthly Books, 
Office Equipment Co., 429 Broome St., New York, N. Y. Weekly Sheets 


WANTED TO BUY (for resale) NCR 31, 32, and 2,000 class | Stardy, Conven- 
models, NCR cash registers, Underwood Model E, Burroughs | tent, Complete 
Sensimatics and Class 7 Multiplying Models, Graphotypers, | . . 
| 
| 


\Addressographs, Adders, Calculators. Send complete descrip- Vest-pocket 
tions and best cash price. Al Steen, 324 No. Vermont, Los Size 
Angeles 4, Calif. 


1s FOR SALE: Practically new Model 1955 Addressograph with 
; 24 position selection, fully equipped. Also BD-30 plate cabinet ea 


with roller base and about 3.000 frames. Only used few os GENUINE ——EN GR AVE D 
)) months. 


Bargain for cash. Metropolitan New York area. 


Write O.M. 277. EWA ERIIBAND, 
00 


CASH PAID FOR ELLIOTT ADDRESSERS, Varitypers, Mul- | PRN 
4 tiliths, Multigraphs, Hand Printing Presses, Ditto, Mimeograph. ’ 
.s Give best cash price, details. Dixie Service, King, N. C. ; 
) WANTED: Burroughs or N.C.R. Bookkeeping and Billing (onuine BUSINESS CARDS 

Machines. Calculators, Comptometers, Adding Machines, etc., 500 $11 © 1000 $15 
nt any style. Quote complete description and best price. American ’ : : 
>.. | Business Machines, Inc., 573 Broadway, New York 12, N. Y. BUSINESS ANNOUNCEMENTS 500 ONLY $28 ode RS . 
© WILL BUY AND SELL—AIl makes calculators, adding ma- CLIP YOUR LETTERHEAD'TO THIS AD... $ 3% 100 }) 
[a chines, bookkeeping machines and other office machinery. Give Ss MAIL FOR FREE PROOF - go 
ta us full specifications and serial numbers—model number if - ? : . 
; possible. We'll quote highest prices. International Office Appli- . pie 
' ) ances Inc., 326 Broadway, New York. 3 & 
748 & U BIK 
HIGHEST PRICES PAID for used Bookkeeping Machines, all 


) makes, Burroughs, Sensimatics, N.C.R. 3000, 3100, Rems, E. — — 
: Fisher, Underwood, Brandt Coin Machines. Advise full model 
n- | and serial numbers for our quotations. L. A. Pearl Co., 140 


-e] W. 42nd St., New York 36, N. Y. F 
d. WANTED TO BUY: Late model Elliott-Fisher bookkeeping 
) and billing machines. Must be over 300,000 serial number. 


Ae T Office Machine Co., 605 W. Washington St., Chicago 6, 


ELLIOTT-FISHER and Sundstrand Machines. Comptometers, 
Burroughs, Friden, Marchant, Monroe Calculators, Electro- 
matic Typewriters, Adding Machines and all office machines 
bought, sold, rented, rebuilt. Tetter-Warsh, 849 No. 3rd St., 
Milwaukee 8, Wis. 


- | WANTED—SUNDSTRAND and Burroughs Bookkeepers, also 

= Remington, National machines. Indicate details, model, serial. oa 

) Gibian Business Machines, 128 Lafayette Street, N. Y. 13, N. Y. tne UNITED ww ; 
ELLIOTT-FISHER MACHINES, Calculating machines, add- | 4s 


ing machines—all office equipment bought and sold. W. J. | ee 
Crowley Company, 906-908 No. Water St., Milwaukee 2, Wis. | —. 


12" Knob Rule 50c 


| Business Opportunities 


2 FAIRGATE 
| 


‘or ELECTRONICS, LEARN HOW to program Business prob- RULES & DRAWING AIDS OF 


lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information HARD ALUMINUM 


es; describing our Home Study Course “Programming for Business 
5) Computers”. Business Electronics Inc., Educational Section, rue Samneaee ues Company 
_ 420 Market Street, San Francisco 11, California. ‘= gas: 
| OFFICE SPACE FOR RENT. 6,600 Sq. Ft., $31,350 per — ae" Rule $1.10 
17. annum. Air Conditioned, Modern Office installation, parti- | Modern, time-saving, double duty. In ai 
fa tioned to suit. Three blocks from Grand Central Station, New special sizes for office use. they . 
8 York, O.M. 262. | cost no more. 
u- 
; oe THE FAIRGATE RULE CO. 
ral | Positions Wanted Cold Spring-On-Hudson, N. Y. 
5) LL MPM a At your dealer or 
ACCOUNTANT-OFFICE MANAGER, college graduate, 6 ee ps write for catalog. 


- yrs. General Accounting, 5 yrs. Internal & Tax Auditing, sub- 
stantial supervisory experience, excellent references. Married, 
35, family. Write for resume. OM 273. 


12" T-Square $1.00 
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oe to 
cz : OFFICE MANAGEMENT 
This service 1s provided for the con- 
: d venience of Office Management Exec- 
/ utives in obtaining complete informa- 
: tion on the products advertised in 
e e this issue. Advertisements are identi- 
fied by their respective page numbers. 
be CUI. ce Fractional page advertisements are 
' further identified by the initials of 

the advertiser. 


On New Products 4 ke 
: mt Simply circle the ; 


respective numbers 
in coupon below 


” aia INQUIRY SERVICE 


ee 


eoewerensneaenxeaeaeeeeeeceeeee es & = 


Obtain New Catalogs 
“ag 7 and Helpful 
Literature a _ Just circle the numbers on which you 


want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


ci SEND OFF THIS BLANK ... FOR PROMPT SERVICE 
bei — a a ee ee ee ee ee ee ee ee ee eee eee ee ee 
e. Ple forward to th ti ies, t for furth 
e OFFICE MANAGEMENT information on the items we have circled below. There is no obligation 
Pe 212 Fifth Avenue, New York 10, N. Y. to us for this. We understand this is a service to us as a subscriber. 
aay “4 
is SEPTEMBER 1957 ADVERTISEMENT September 1957 New Products Items and Catalogs 
F AS (Circle respective page numbers on which ads appear) (Circle respective item numbers) 
Se Page Page Page Page 1 7 13 AS B2 C1 C7 
oon BriCover 2 pce osrtwo f2 & 4 At BS C2 
3rd Cover 5 uf i 
4th Cover 53 73 88 WAF 4 ® : “te : te 
3 54 74 VFC 88 MC 10 ne 
4 55 74 CCS 89 GBG 5 11 A-1 A-7 B-6 C-5 
6 56 75 89 WRR 6 12 A2 = B-1 BT C4 
7 57 76 JDC 90 CI 
8 58 77 90 GJA 
9 59 78 =f 91 a 
10 60 78 Cl 91 
1 61 <9 92 AAL TOOLS OF THE OFFICE 
12 62 80CDM 93 CHH Information on products listed in the Tools of the Office 
13 63 80 MI 93 SMC section may be requested by writing in names of manu- 
14 64 81 93 Cl turers. 
15 65 82 MCC 93 GTC 
16 66 GS 82 TPC 94 TKC Manufacturer Page No. 
18 67 83 94 CPC 
43 68 84 AWF 94 LPC 
45 69 BPC 84 GAC 94 LPC 
47 70CI 85 95 BPC 
48 70 GWC 86 VFI 95 FRC 
49 71 86 MHC 95 DEC 
50 7 
Fractional page ads further identified by initials of advertiser 
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better records on Parsons! 


Your business makes the record. 
Machine operators, bookkeepers 
and accountants keep it. They 
prefer the fine, smooth,. uniform 
papers which will not “‘dog-ear’’, 
discolor or tear easily ... . the 
papers which add permanence to 
your records and their efforts. 
They prefer cotton fiber papers 
. the product of Parsons for 
over 100 years. Parsons King 
Cotton Papers can joeamger 
help you keep your 
“records better. 


WRITE ON YOUR BUSINESS LET- 
TERHEAD FOR GUR BOOKLET 
NO. 3K, ON HOW TO CHOOSE THE 
RIGHT RECORD-KEEPING PAPER. 
pisgasninagancng PAPER CO., HOLYOKE, 
MASS. © PPCO 1957 
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editorial 


The “open presenters” 


COMMUNICATIONS—a word that covers a multitude of activities—is in a 
very real sense the fundamental business of the office. The office exists basically 
as an operation in which infcrmation is translated into desired end products— 
which are themselves information. This is communications. 


Within that framework, a specialized branch of communications is con- 
pe cerned with the relationship between management and employees. This area 
. of communications must take into account human attitudes, feelings, and wants 
e to a much greater degree than the routine communications that are the office’s 
a main working responsibility. Companies as they explore this new area are 
ae meeting with various degrees of success. But one thing stands out clearly. No | 
m matter how successful or unsuccessful the individual program, the motives behind | 
i - it are more or less uniform. The motive in most instances is to inform rather 
ae than propagandize; if persuasion is attempted, it is persuasion based on the em- | 


nan see 


ployee’s own reasoning from the facts, rather than on slogans or “gimmicks.” 
We hear a great deal these days about “the hidden persuaders,” people who 
through some twentieth-century blend of black magic and dubious science induce 
Fis great masses of people to do various things they don’t want to do, or at least ' 
af wouldn’t bother to do without such inducement. It remains a tribute to the 
basic good sense of the American people as a whole in their immediate working 
circumstances, and the management group in modern business that such tech- 
niques aren’t tried in employee communications programs. If the facts aren’t 
there, the employee can’t be convinced they are. And that’s the healthiest situa- 
tion possible for both employees and management. 
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Johns- Manville Fibretone 
ceilings muffle disturbing 
noise in the Merchants and 
Manufacturers Club in the 
Merchandise Mart, Chicago, 
Ill. Architect: Victor Gruen 
& Associates, Inc., Los Angeles 
— Detroit— New York. 


End the Ol INCNACE... 


quickly, economically—with a Johns-Manville Fibretone Ceiling 


In clubs, offices, schools, hospitals 
and auditoriums. In almost any in- 
closed traffic area having a noise- 
quieting problem, J-M Fibretone 
Ceilings are attractive and decora- 
tive, as well as providing very high 
sound-absorbing efficiency. 


Johns-Manville Fibretone Acous- 
tical Units are scientifically designed 
to absorb noise. Hundreds of small 
holes act as “‘noise traps’? where 
sound energy is dissipated. Because 
an average ceiling, 15’ x 15’, con- 
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32 Johns-Manville congratulates the 
B American Institute of Architects on 


—Consult an architect—use quality materials. 


tains 108,900 of these holes, Fibre- 
tone is called the ‘ceiling with 
100,000 noise traps.” 

Fibretone Acoustical Units are 
furnished uniform drilled, variety 
drilled and random drilled. They 
make possible a wide range of archi- 
tectural design possibilities to create 
ceiling interest. Fibretone units can 
be quickly and easily installed over 
present ceilings. 

Take advantage of the services of 
J-M’s staff of acoustical engineers, 


JOHNS MANVILLE 


PRODUCTS 


located in the principal cities. They 
will gladly make analyses and give 
specific recommendations on your 
acoustical problems. 


Before vou decide about 
acoustical ceilings, get 
the facts about Johns- 
Manville. For a free 
copy of booklet 
“Sound Control,”’ 
write Johns-Manville, 
Box 158, New York } 
16, N. Y. In Canada, : 
write 565 Lakeshore Road 
East, Port Credit, Ontario. 


Uy) Johns-Manville 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page %% 
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The Tetractys and the Divisumma 24 are desk 


calculators completely new in concept, speed and range of use. 
Olivetti Corporation of America, 580 Fifth Avenue, New York. @ t iv 3 t ti 
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